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Run payrollend to endin HR4ON: salary structures and revisions,
the monthly run, payslips, arrears, final settlements and statutory
work.
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Payroll makers, payroll checkers and Compensation, monthly payroll runs,
payroll administrators approvals, payslips, arrears, off-cycle

runs, final settlements, loans and
benefitsin payroll, statutory and tax,
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About this guide

This guide is for the people who prepare and check payrollin HR4ON. It follows the payroll monthin the order
you do the work: confirm salaries, open the run, lock the inputs, fixreadinessissues, calculate, review variances,
send therunto anindependent checker, finalise it and release payslips. Later chapters cover arrears, off-cycle
runs, final settlements for leavers, deductions that come from loans and benefits, statutory and tax work, and
the reports you use toreconcile.

Payrollin HR4ON always uses four eyes. The maker (in the screenshots, Sneha Reddy, Payroll Specialist)
prepares and calculates. The checker (Vikram Shah, Finance Manager) reviews and approves. HR40ON does not
let the person who calculated or submitted arun approve it. Steps that only the checker does are marked
Checker in this guide.

Payment of salariesis a separate step owned by finance. Finalising a payroll run fixes the amounts and hands
them to Payments & accounting; it never moves money by itself. The Finance Guide explains payment batches
and bank files.

What you candoin HR4ON Before you start

e Understand the payroll calendar, the run e OpenHR4ON inaweb browseronyourlaptop,
statuses and who does each step oronyour phone. Onaphone youcanadditto

e Readsalary packages, pay components, yourhome screen and use it like an app.
formulas and structures, and follow revisions e Signinwith yourusername or work email and
and merit cycles your password. Use Acceptaninvitation the

e Createapayrollrun,lockinputsand clear firsttime, or Can'tsignin? if youarelocked
readiness blockers out.

e Addvariableinputs such asincentives and e Whatyou see dependsonyourrole. If amenu
overtime and get them approved orbuttonin this guide is missing for you, ask

e Hold orexclude an employee, calculate and your HR administrator.
recalculate

e Review results and variances, explain changes
and submit for approval

e Approve arunas checker, finalise it and
release payslips

e Create arrears, corrections and off-cycle runs

e Prepare afull and final settlement foraleaver

e Seeloan, benefit and expense amounts that
flow into payroll

e Work with tax declarations, proofs, rule packs
and statutory returns

e Use the payroll, compensation and
compliancereports

S Ared outlinein a screenshot shows where to Button Words shown like this are labels you will see
click orlook. onscreen.

The screenshots use the HR4AON demonstration company, so the names, numbers and dates are examples. The demo company
runs payroll in demonstration mode: statutory amounts are demo values and net pay is never paid. Everything else works exactly
asitdoesinalive company.
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O1 Payrollataglance

Start here. This chapter explains who does what, the monthly payroll calendar, how a run moves from
status to status, and where everything lives in the Payroll workspace.

m Who does what

Payroll work is split between people so that no one person can both prepare and approve pay. Knowing who
owns each step helps you route questions quickly.

ROLES
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Payroll maker: keeps inputs up to date, creates the run, locks inputs, fixes readiness issues, calculates,
explains variances, submits for approval, finalises and releases payslips. Also prepares final settlements,
arrears and statutory returns.

Payroll checker (often the Finance Manager): approves variable inputs and arrears entered by the maker,
reviews the calculated run and approvesit, orreturns it with areason.

HR: proposes salary packages andrevisions, records joiners and leavers, approves bank accounts and runs
merit cycles. Their approved datais what payroll uses.

Finance: pays the liabilities that a finalised run creates, reconciles the bank and posts accounting journals.

Employees: see their payslips and payments, submit tax declarations, proofs, expenses and loan requests.

GOOD TO KNOW

e The personwho calculated or submitted arun can never approve it. HR4ON blocks it even for administrators.

My workspace

My requests

§ My attendance

My profile

Family & bank

& My job history

My leave

My onboarding

Ell Mypayslips

[¥ Mydocuments
® My Shifts & Holidays
3 Documents & pay
My performance
My timesheet
> Mybenefits
> Myassets

Mv salarv

ctrl K

Q Searchpagesar

Payroll ©

@ Inputs  Arrears & Corrections  Payslips

Demonstration payroll

Production payrollis not enabled: statutory amounts are demo values and net payis held, never paid.

1
A 0
Needs 2 Draft
action
Q Searchrunreference orreason =% Filters
Run PERIOD TYPE
PR-2026-00002 October 2026 Regular Demo

PR-2026-00001 September2026 Regular Demo

1-20f2

Reports

0
(=] Inputs
locked

B Anydate
EMPLOYEES
19

17

1

Calculated

GROSS CASH

220,39,307.66

219.90.994.56

& AlphaDemo @ @

é

0
i, e L
[ Columns
Netpayable Paydate & Status
?18,29,125.21 310ct2026 @ Calculated O Staleinputs
218,33,508.89  30Sept2026 @© Finalised
Rows | 20 ¢ < |Pagel/l | >

The Payroll workspace, as the maker seesit. The checker sees the same list.
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The monthly payroll calendar

Each pay group has a calendar of pay periods. A period has an earning period, aninput cutoff, an attendance
window and a pay date. The calendar tells you when inputs must be in and when the run has to be finalised.

WHAT EACH PERIOD SHOWS

Earning period: the days being paid, forexample 1to 31 October.

Cutoff: the last day forinputs such asincentives and overtime. In the demo it is five days before the period

ends.

Attendance: the window of attendance and leave that payroll reads. Groups setto Frozen attendance period

wait until attendance for that window is frozen.

Pay date: the date employees are paid. Monthly groups pay on a chosen day of the next month or on the last

day of the period.

Locked / Open: a period becomeslocked whenitsregularrunis finalised.

HOW TO DO IT

2

3
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Open Payroll from the Pay section of the menu.

Selectthe Setup tab (shownto people who manage payroll setup).

Choose apay group onthelefttoseeitsrulesandits Pay calendar .

TIP

e Atypicalmonth:inputs are added and approved until the cutoff, attendance is frozen, the makerlocks inputs and

calculatesin the last week, the checker approves, and the runis finalised before the pay date.

¢ Payrolladministratorsuse Generate Periods to add future periods. Existing periods are kept.

GOOD TO KNOW

¢ Alocked period canonly be reopened by someone with unlock rights, with areason, and only so that a new regular
run can follow a reversal.

hoN

1l Home

% Approvals

My workspace

Y= Myrequests

3 My attendance

) My profile

B Family & bank

9 My job history

My leave

& Myonboarding

My payslips

3 Mydocuments

3 My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Q Searchpagesand features

PayrollSetup ©
Runs Inputs

& Paygroups

Monthly salaried staff

pha Demo - Monthly

8

Arrears & Corrections

Default

Payslips

ctrl K

Reports @

% Monthly salaried staft

FREQUENCY
Monthly

ATTENDANCE
Full days less unpaid leave

CURRENCY
INR

PAYSLIPS
Released on finalisation

PAY DATE
Last day of period
EMPLOYER AMOUNTS ON
PAYSLIP

Shown

0 pay group: employees without a pay group code on their assignment are paid here

& |Pay calendar

January 2027 2
Earning 202

December 2026 2026
aming 01 Dec 2026 to 31

Eaming 01D 31 Dec 202

November 2026 2

Eaming O1Nov

October 2026
Earning 010c
PR-2026-00002 Calculate

September2026
Earning O1 Se

®@Llocked &

August 2026 2
Earning 01Aug 20

Payroll Setup: the pay group rules and its calendar of periods.

@& AlphaDemo Q @

=] + New Pay Group

Vi Retire

INPUT CUTOFF
5days before end

MEMBERS TODAY
8

[ Generate Periods
@® open
@® open

@® open

@® oOpen

® open
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Run statuses, in order

A payrollrun moves through fixed statuses. The badge next to the runreference always shows whereitis,and a
blue Next banner on the run tells you the next step.

STATUSES

e Draft :therunexists; nothingislockedyet.

e Inputslocked : HR4ON has taken a snapshot of who is paid and which approved inputs are included, and has
checkedreadiness.

e Calculating :the payroll engine is working through employees. A progress count is shown.
e Calculated :results areready forreview by the maker.

e Awaiting approval : submitted to the checker.

e Approved :the checkerapproved this exact calculation.

¢ Finalised :results, balances and payment liabilities are posted and can no longer change. Payslips are
created.

Cancelled : stopped before finalisation; reserved inputs are released for anotherrun.

Staleinputs (red badge): a source changed after the snapshot, forexample aleave approval or a salary
change. Refresh the inputs and recalculate.

GOOD TO KNOW

e Youcannot submitarunwith open blockers, with stale inputs, or with variances above the threshold that are not
explained.

¢ |[fasource changes afterapproval, the approvalisinvalidated and the run goesback to Calculated .

Q  Searchpages and features Cerl K & AlphaDemo Q @

OCTOBER 2026 - MONTHLY SALARIED STAFF - ALPHA DEMO

¢ PR=2026-00002 O cacuited i a =

My workspace @ Inputs Arrears & Corrections Payslips Reports

My requests

&\ Source data changed after the snapshot. Refresh inputs and recalculate.
I My attendance Amaterial source changed after the inputs snapshot (detected by the scheduled check). Refreshinputs and recalculate.

My profile
EARNING PERIOD 01 0ct12026t0310ct2026 paYDATE 31Oct2026 cuTOFF 26 0ct2026  TaxPERIOD 2026-27.7  EMPLOYEES 19in.0out- 0held

NETPavaBLE ¥18,29,125.21  sTatutory Demo values (not for real payroll)

© Myjob history
Readiness 7 Results 19 Variance 4 Approval []

My leave

Family & bank

My onboarding ©  Runhistory

My payslips Marked Stale Scheduled check - 27 Oct 2026, 2:24 am

Amaterial source changed after the inputs snapshot (detected by the scheduled check). Refreshinputs and recalculate. - fe922773badc
2 Mydocuments

Calculated Payroll engine - 23 Oct 2026,10:25 pm

) My Shifts & Holidays V1:19 results, O errors, net 18,29,125.21 INR - ad8b3ec7286e

i Documents & pay Calculation Started Sneha Reddy - 23 Oct 2026, 10:25 prr

Caleulationv1 for19 employees - 730ec2f53695
©® My performance

Inputs Snapshotted Sneha Reddy - 23 Oct 2026,10:24 pm
My timesheet Snapshot v1:19 employees, 139 source items, O blockers - 730ec2f53695
My benefits

2 Myassets

Mv salarv

Arunthat went Draft, Inputs locked, Calculated and was then marked stale by the scheduled check.
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@) Find your way around the Payroll workspace

Everything forrunning payroll sits under Payroll inthe Pay section. The tabs at the top of each page switch

betweenits areas.

PAYROLL TABS

® Runs :everypayrollrun, with count tabs for Needsaction , Draft , Inputslocked , Calculated |,

Awaiting approval , Finalised and more.

e Inputs :variable inputs such asincentives, one-off deductions and overtime hours.

e Arrears & Corrections : backdated salary changes and manual corrections to finalised results.

e Payslips : every statement version, released ornot.

e Reports :register, variance and exceptions, year-to-date balances and reconciliation.

e Setup :paygroupsand calendars (payroll administrators).

TIP

¢ Related areas live next to Payrollinthe menu: Compensation , Statutory & tax , Payments & accounting |,

Loans & advances and Final Settlements .

e Use Searchpagesandfeatures (CtrlK)tojump toanypagebyname.

My workspace

My requests

i My attendance

My profile

Family & bank

D My job history

My leave

My onboarding

My payslips

3 Mydocuments

® My Shifts & Holidays

2 Documents & pay

My performance

® Mytimesheet

My benefits
2 Myassets

Mv salarv
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@ i

ctrl K

Payroll ©

Arears & Corrections ~ Payslips  Reports

Demonstration payroll

Production payrollis not enabled: statutory amounts are demo values and net payis held, never paid

0 0

| © 2,
Q Searchrunreference orreason = Filters = & Anydate
Run PERIOD TYPE EMPLOYEES
PR-2026-00002 October2026 Regular Demo 19

1-lofl

Calculated

@& Alpha Demo @ @

Y.

g ol More v

O Awaiting Finalised
approval

[ Columns

Netpayable Paydate 4 Status

318,29,125.21 310ct2026 @ Calculated 1 Staleinputs

Rows 20 < <  Pagel/l >

Runs that need action: stale inputs, open blockers or a decision waiting.
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02 Salary packages, components and structures

Payroll pays what Compensation approves. HR proposes packages and revisions; payroll reads them,
checks them and uses themin every run. This chapter explains the pay components, formulas and
structures behind each package so you can trace any amount on a payslip.

E3) The compensationregister

Theregisterlists every employee with the salary package in force on a date. Use it to confirm that joiners have a
package before youlockinputs, and to look up anyone's CTC and monthly gross.
WHAT YOU SEE

e Counttabs: Employees , Active , Pending (aproposaliswaiting), Scheduled (apackage startslater)and
No Package .

e AnnualCTC isthe costtocompany, nottake-home pay. Fixed pay (monthly) isthe recurring monthly cash.

e Amounts are hidden until you select the eye button ( Show amounts ). Your choice isremembered on this
device.

HOW TO DO IT
1. Open Compensation fromthe Pay section.
2 Selectthe eye buttonto show amounts.
3 Select NoPackage tofindemployeeswho cannotbe paidyet.
4, Use Filters andthe Asofdate fieldto see packagesinforce onanotherdate.

5 Selectanemployee to opentheirpackage.

GOOD TO KNOW
* Anemployee without an approved package raises a blockerin the payroll run. Ask HR to propose one before the
cutoff.

Q  Searchpagesand Ctrl K & Alpha Demo Q @
Compensation © ® 8
Revisions RevisionCycles Components Structures & Bands Reports
My workspace
My requests o 18 s 18 o 0 s 0 o 0
Employees Active Pending Scheduled NoPackage
) My attendance
Q. Searchname or number 3= Filters ) Anydate @ Columns
) My profile
Family & bank Employee number Employee GRADE PACKAGE Effective date Annual CTC FIXED PAY (MONTHLY)  STATUS
3 M ALP0QOOL AaravMehta Grade7 CMP-2026-000012 01Apr2026 249,684,000 23,60,809 @ Active
y job history
Mylesve ALP00OL3 Aditya Gupta Grade3  aw-2026-00003  O1Apr2026 28,44,000 256947  © Active
My onboearding ALP00Q018 Ananya Das Grade 2 CMP-2026-000043 19 0ct2026 35,06,000 332,139 @ Active
My payslips ALP0O0005 Arjun Kapoor Grade 3 CMP-2026-000020 01Apr2026 27,00,000 346,378 ® Active
2 Mydocuments ALPQO0L6 Divya Pillai Grade2 CHP-2026- 000040 01Apr2026 34,49,000 327,959 @ Active
® My Shifts & Holidays ALP00008 Farhan Ali Grade 3 CMP-2026-000026 01Apr2026 28,44,000 256,947 @ Active
8 Documents& pay ALP00014 IshitaBose Grade 3 CHP-2026- 000037 10 May 2026 28,92,000 260,470 @ Active
My performance ALP00015 Karthik Subramanian Grade 2 CMP-2026- 000038 020ct2026 4,20,000 225947 @© Active
)) Mytimesheet ALP00002 KavyaRao Grade6  cwe-2026-00001a 01Apr2026 231,84,000 228,695  © Active
Mybensis ALP00009 LakshmiMenon Graded  aw-2os-000ms  O1Apr2026 215,84,000 L1260 @ Actve
® Myassets
ALP00004 Meera Nair Grade 5 CHP-2026-000018 01Apr2026 <23,30,000 2166014 © Active
Mv salarv
ALP00010 NehaJoshi Grade 4 CMP-2026-000030 Q1Apr2026 212,00,000 W3,076 @ Active
ollapse
ALP00012 Priya Sharma Grade 4 CMP-2026-000034 01Apr2026 213,92,000 297,168 ® Active
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€X) Read anemployee's package

The employee page shows the package in force, its component breakup and how each amount was derived.

Thisis where you check a figure when an employee questions their pay.

WHAT YOU SEE

e Tiles: AnnualCTC , Monthly Gross , Take-Home Estimate (beforeincome tax), Variable Target and
Employer Cost .

e Breakup :eachcomponent withitstype, monthly and annual amount and whetherit adds to or deducts from
take-home.

Select acomponent name to seeits derivation, for example "40% of CTC", and its tax class.

Tabs: CurrentPackage , Upcoming & History , Revisions and Retrolmpact .

HOW TO DO IT
1 Intheregister, select the employee.

2) Showamountsif they are hidden.
3 Selectacomponentnamein Breakup toreadhowitwasworked out.

4 Use Compare toseetwo packagesside by side.

TIP
o Take-Home Estimate isa guide only; the payroll run works out the real net pay with tax, attendance and inputs.

Q Searchpagesand features Cerl K & Alpha Demo Q @
COMPENSATION
< PriyaSharma © ©sctve  withinband Q8 < B
My workspace coMpany AlphaDemo  GraDE Grade4  PACKAGE CMP-2826-800034 STRUCTURE Demo standard monthly structurevl  errecTive O1Apr2026 - open
eanp 210,00,000 - ¥18,00,000
My requests
ASOF  dd-mm-yyyy O
" My attendance
Current Package Upcoming & History 2 Revisions 0
) My profile
Family & bank Annual CTC Monthly Gross Take-Home Estimate Variable Target Employer Cost
E  213,92,000 297,168 397,368 <1,39,200 <13,92,000
®) Myjob history Costtocompany Recurring cash eamings Permonth, before income tax Annual, not guaranteed Incl. 348,384 contributions
My leave
2 (Gemen) ©
My onboarding
COMPONENT TYPE MONTHLY ANNUAL TAKE-HOME
My payslips
Basic salary sasic Earning 46,400 25,56,800 Adds
2 Mydocuments BASIC = 40% of MONTHLY_CTC (116,000) = 46,400 per month
Tax: Notclassified — needs anapproved rule
8 My Shifts & Holidays
House rent allowance Hra Earning 218,560 22,22,720 Adds
! Documents & pay X o
Monthly incentive (input) rucenrive Earning 20 20 Adds
. Myparicimance Meal reimbursement rica Reimbursement 22,200 326,400 Adds
My timesheet Employer retirement contribution expLovER_of Employer contribution 31,800 321,600 No
My benefits Gratuity provision cra Uiy Employer contribution 32,232 226,784 No
2 Myassets Group healthinsurance 1nsurance Non-cash benefit 12,000 No
N aalant Annual variable pay target vartas. & Eaning  Variable 21,39,200 No
Collapse Employee retirement contribution eveLovee_pr Employee deduction 21,800 221,600 Deducts
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Pay components

Pay components are the building blocks of every package and payslip line: basic salary, allowances,

deductions, employer contributions and reimbursements. Each oneis versioned and effective-dated.

WHAT YOU SEE

e Type : Earning , Employee deduction , Employer contribution , Reimbursement , Non-cashbenefit or

Informational . Only cash earnings, cash reimbursements and deductions change take-home pay.

formula, the balancing remainder of CTC, or an employee input.

Basis : how the default amountis derived: a fixed amount, a percentage of CTC or of another component, a

e Taxclass :thetaxrule the component follows. "Not classified" is shown in amber and should be fixed by the

administrator.

e Status . Draft , Active or Retired .

HOW TO DO IT

1, Open Compensation ,thenthe Components tab.

2 Use Filters toshow onetype orevery version.

3 Selectacomponenttoopenits details.

My workspace

My requests

i My attendance

) My profile

Family & bank

© Myjob history

My leave

My onboarding

My payslips

3 Mydocuments

@ My Shifts & Holidays

) Documents & pay

® My performance

My timesheet
My benefits
> Myassets

Mv salarv
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Q  Searchpages and features

Pay Components ©

Q Search code orname

Code

BASIC V1

EMPLOYEE_PF v1

EMPLOYER_PF v1

GRATUITY v1

HRA V1

INCENTIVE v1

INSURANCE v1

MEAL v1

PROF_TAX v1

SPECIAL v1

VARIABLE v1

Ctrl K

=% Filters
Component Type
Basic salary Demo Earning
Employee retirement
Demo Employee deduction

contribution

Employer retirement
contribution

Demo

Gratuity provision Demo

Houserent allowance Demo

Monthly incentive (input) Demo

Group healthinsurance Demo

Meal reimbursement  Demo

Professional tax
(placeholder)

Demo

Special allowance
(balancing)

Demo

Annualvariable pay target  Demo

Employer contribution

Employer contribution

Earning

Earning

Non-cash benefit

Reimbursement

Employee deduction

Eamning

Eaming

BASIS

40% of CTC

MIN(BASIC *12%,

1800)

MIN(BASIC *12%,

1800)

4.81% of BASIC

40% of BASIC

Employee input
(default 0)

Fixed 12,000

Fixed 2,200

Fixed 200

Balancing (CTC
remainder)

10% of CTC

FREQUENCY

Monthly

Monthly

Monthly

Monthly

Monthly

Monthly

Annual

Monthly

Monthly

Monthly

Annual

TAX CLASS

Not

classified

classified

classified

classified

classified

Not
classified

Not

classified

classified

Not
classified

Not
classified

@ AphaDemo 12 @

Effective date

01Apr2010

01Apr2010

01Apr2010

O1Apr2010

01Apr2010

01Apr2010

01Apr2010

01Apr2010

01Apr2010

O1Apr2010

O1Apr2010

&

I Columns

Status

@ Active

@© Active

@ Active

@ Active

@ Active

@® Active

© Active

@ Active

@ Active

@ Active

@ Active
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Component details and simulation
The component panel explains exactly how a component behavesin payroll, and lets you try its derivation with
sample values without saving anything.

WHAT YOU SEE

e Paidincash , Partof CTC , Take-home , Proration and Rounding decide how the amountistreatedineach
run.

e Statutory wagebases lists the statutory schemes (for example provident fund) whose wages include this
component.

e Usedby showsthe structuresthatincludeit.

[ ]

Simulate (or Preview with Sample Values forformula components): enteranannual CTC or sample amounts
to see theresult.

e Versions lists everyversionwithits effective dates.

HOW TO DO IT
. In Components , selectacomponent.

. Read the details.

. Scrollto Simulate or Preview with Sample Values and enter sample values.

GOOD TO KNOW

e Amissingvalueinasimulationorarunisreported as anerror. Itis never treated as zero.

¢ Only compensation administrators can create, activate orretire components. A change always creates a new
version; payroll results already posted keep the version they used.

Employee retirement contribution X
EMPLOYEE_PF - version1

Demo component — illustrative arithmetic, not a statutory rate orlegal classification.

© Active Employee deduction

BASIS FORMULA
Formula MIN(BASIC * 12%, 18e@)

FREQUENCY PAID IN CASH
Monthly - INR Yes

PART OF CTC TAKE-HOME
No Deducted from take-home

PRORATION ROUNDING
Prorated for part periods HalfAwayFromZero - O dp

TAX CLASS STATUTORY WAGE BASES
Not classified — needs an approved rule Notset

ACCOUNTING REFERENCE EFFECTIVE
Not set 01Apr 2010 - open

USED BY
STD_MONTHLY v1

[E |Preview with Sample Values| O

BASIC (per month)

Amount

® Enterasample amount for BASIC

S Versions

vl Q1Apr2010-open @ Active
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Formulas and conditional formulas

A component canbe derived by a formula. Formulas can use other components, CTC and employee facts such
as grade, location, metro, payable days or overtime hours, and can make decisions with IF, SLAB and LOOKUP.

WHAT YOU SEE

e Example: IF(METRO,50%,40%)*BASIC pays houserentat50% of basicinmetro cities and 40% elsewhere.

e Example: MIN(BASIC *12%,1800) caps a contribution.

e Tap the chipsunderthe formula box toinsert functions, operators and variables. Text values go in quotes, for

example GRADE=="G5" .

e HR4ON checks the formula as you type and shows Valid with the normalised formula, or a plain-language

error.

e Formulas that use pay-period facts (payable days, overtime hours, night shifts) are worked out with a
standard 30-day monthin the package and withreal attendance in the payroll run.

e Preview with Sample Values lets you try the formula with sample amounts and employee facts.

HOW TO DO IT

(1) Compensation administrators:in Components , select New Component (oropen a draftandselect Edit ).

. Set Defaultderivation to Formula .
(3 Type the formula or build it with the chips.

. Wait for the green Valid line, then try sample values in the preview.

. Select CreateDraft . The draftis activated separately.

GOOD TO KNOW

e Aformulathat refers to a missing component or value stops the calculation for that employee with a clear error, so

check new formulasin the preview first.
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New Component

Company*

Alpha Demo

Name *

House rent allowance (metro)
Frequency *

Monthly  Annual

Effective from *
02-11-2026
Paidin cash

Variable pay target

Default derivation*

Formula

Formula (O *

Code*

[ HRA_METRO

Anew versionis created when the code exists.

Classification *
Earning

Currency

INR

Partof CTC

Prorate for part periods

J

IF(METRO, 50%, 48%) * BASIC

MIN  MAX | ROUND  FLOOR

CEILING

@@aud IF(METRO, 9.5, ©.4) * EASEC)

[E Preview with Sample Values

Cancel Create Draft

IF  SLAB | LOOKUP = AND

A conditional formula being checked asitis typed. Nothing is saved until Create Draft.

NOT
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EX) Salary structures and bands
Asalary structure lists the components of a package in calculation order and says who it applies to. Salary
bands give the annual CTC range for each grade.

WHAT YOU SEE

e Structures : code, version, pay basis, grades, number of packages and status ( Draft , Pendingapproval |,
Published , Retired ).

e SalaryBands : minimum, midpoint and maximum CTC per grade. Proposals outside the band are flagged or
blocked.

e Published versions never change. Achangeis anew version that needs independent approval.

HOWTO DO IT

1 Open Compensation ,then Structures & Bands .
2 Switchbetween Structures and Salary Bands .

3 Selectastructuretoopenit.

Q Searchpagesa

cerl K @& AlphaDemo g @

Structures & Bands| © =
Register Revisions RevisionCycles Components Structures & Bands Reports
8 My workspace
72 Myrequests m Salary Bands

)i My attendance Q. Searchcode orrianme Any status ~ D Columns
My profile
i Code * Structure GRADES PAY BASIS COMPONENTS ~ PACKAGES  Effective Status
LR L sTD_MONTHLY vi  Demo standard monthly structure  Demo Allgrades Monthly - INR 554 34 Q1Apr2010-open @ Published
9 Myjob history
1-lofl Rows 20 < < | Pagel/l | >

My leave

My onboarding

My payslips

3 Mydocuments

‘@ My Shifts & Holidays

J' Documents & pay

@® Myperformance

My timesheet

My benefits

* Myassets

Mv salarv
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Inside a structure

The structure page shows each componentline in calculation order with its derivation, and lets you simulate the
whole package forasample CTC.
WHAT YOU SEE

e Calculationorder :lines are evaluated in dependency order; the balancing line takes whatever CTC remains
and must not go negative.

e Simulate :entera Sample annual CTC to see the full breakup.
e Validation : checksrunatthe sample CTC and at the band edges of each grade.
HOW TO DO IT

1 Openastructure.

2 Enterasample annual CTCin Simulate .

3 Readthe breakup and any validation messages.

TIP
e Whenanemployee's payslip looks wrong, simulate their CTC here to see the expected breakup before you look at
therun.

Q searchpages

and features cerl K @& Alpha Demo @ e

COMPENSATION > STRUCTURES

< Demo standard monthly structure © ©rubiished  Demo =
My workspace company AlphaDemo  crapes Allgrades payBasis Monthly-INR  eFFecTive O1Apr2010-open pPackaces 34  versions v1Published
My requests i Components @ Validate
} My attendance | abiGeaY wecr Eaming  40% of CTC
P Hypeotle House rent allowance i vi Eaming  40% of BASIC Monthly
EAmEY & banic Monthly incentive (input) rhc e v1 Eaming  Employeeinput (default 0)
' Myjob history Meal reimbursement veal w1 Reimbursement  Fixed 2,200
Myleave 5 Employerretirement contribution erpLover pr vi Employercontribution  MIN(BASIC * 12%, 1808)
pliacbaiy 6 Gratuity provision Graturty vi Employercontribution  4.81% of BASIC Month y
My payslips 7 Grouphealthinsurance iisuralce vi Non-cashbenefit  Fixed 12,000
P Mydocuments 8  Annual variable pay target variasLe v Eaning  10%of CTC

§) My Shifts & Holidays 9  Special allowance (balancing) se:c Eaming  Balancing (CTC remainder) Monthly
) Documents & pay 10 Employee retirement contribution rip0veE PR v Employeededuction  MIN(BASIC * 12%, 180@)
) My performance 11 Professional tax (placeholder) pror_rax vi Employee deduction  Fixed 200
My timesheet
© Validation

My benefits

s e rt d
¥ Myassets Noissues at the sample CTC orthe band edges.

Mv salarv

Annia 1eTe MAnthiu inmantiva finm it
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03 Revisions, merit cycles and letters

Salary changes are proposed by HR or managers, approved by anindependent approver and only then
reach payroll. This chapter shows how to follow a revision, how bulk increments and merit cycles work,
and what happens when a change is backdated into a period that was already paid.

E) Follow salary revisions

The Revisions tablists every proposed or approved change withits effective date, increase and status. Payroll
usesit to see what will change in the coming runs.

WHAT YOU SEE

e Columns: Reference , Employee , Change , Effectivedate , NewCTC , Increase , Budgetimpact and

Status .
e Statusfilters: Draft , Pendingapproval , Returned , Approved , Rejected , Withdrawn and Cancelled .
Approved changes notyet usedin arun show as awaiting payroll.
¢ ABackdated badge marks a change whose effective date falls in a period that is already paid.
o

HOW TO DO IT
1. Open Compensation ,then Revisions .
2 Filterby status or effective date.

3 ) Selectarevisiontoreviewit.

My workspace

y Myattendance Q Searchreference 0 Draft
) My profile
Reference EMPLOYEE
Family & bank
REV-2026-000003 IshitaBose
& My job history "
REV-2026-800002 Aditya Gupta
My leave
REV-2026-000081 Karthik Subramanian

My onboarding

1-30f3
My payslips

3 Mydocuments

8 My Shifts & Holidays

3 Documents & pay

@© My performance

My timesheet
> Mybenefits
> Myassets

Mv salarv
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ctrl K

Components

Pending approval

CHANGE

Revision

Revision

Revision

Structures & Bands

Returned

Effective date

01Apr2027

01Apr2027

01Apr2027

Rejected

NEW CTC

39,63,000

29,12,000

24,54,000

The Retrolmpact tabliststhe paid periods affected by backdated changes.

Withdrawn Cancelled

Budgetimpact

371,000

68,000

234,000

Rows

@& Alpha Demo Q @

& Anydate

INCREASE

+7.96%

+8.06%

+8.10%

20 ¢

<

® B

D Columns
STATUS
) Draft
) Draft

) Draft

Pagel/l1 >
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EX) Review arevision (checker)

The review page shows the old and new package side by side with the budget impact. Checker: compensation
approvers decide here orfrom Approvals .

WHAT YOU SEE

e OldvsNew : CTC, monthly gross, take-home estimate and employer cost before and after.

e New Breakup :the component lines of the proposed package.

e Exceptionjustification appears whenthe new CTCis outside the band.

e Payrolllocked through shows the last paid period, so you can see whether the change is backdated.

HOW TO DO IT
1 Opentherevision.

2 Compare oldand new.

3 Checker:select Approve ,oruse Moreactions for ReturnToMaker or Reject withareason.

GOOD TO KNOW

e Approval neverrewrites a finalised payroll. If the change is backdated, HR4ON creates one retro-impact record for
each paid period and payroll pays the difference as arrears (see chapter 8).

ON

Home

Approvals

My workspace

= Myrequests

B My attendance

) My profile

> Family & bank
My job history
My leave
My onboarding
My payslips
My documents
My Shifts & Holidays
Documents & pay
My performance
My timesheet
My benefits

2. Mvassets

HR4ON - Payroll Guide - 2 November 2026

Q Searchpagesand features ctrl K

COMPENSATION > REVISIONS
< Salary RevisionREV-2026-000001 © 1 brart  withinband
Draft — submit for approval when ready.

EMPLOYEE Karthik Subramanian (ALPOOO15) craDE Grade2 EFFecTiVE O1Apr2027 INCREASE 8.10%  sTrUCTURE STD_MONTHLY vl

PAYROLLLOCKED THROUGH 30 Sept202é6 reason Demo annual cycle proposal

@@ AlphaDemo Q @

RSB

cycLe CRB-2026-0001

Annual CTC Monthly Gross Take-Home Estimate Employer Cost Budgetimpact
3 24,54,000 328,322 328,522 34,54,000 234,000
Was 24,20,000 Jp22,375 Up 22,255 Up234,000 Annual
A Minimum wage not verified: no approved minimum-wage packis configured for this company.
a
COMPONENT BEFORE (ANNUAL) AFTER (ANNUAL)
Basic salary Earning 21,68,000 2181596
House rent allowance Eamning 267,200 272,636
Monthly incentive (input) Earning 20 20
Meal reimbursement  Reimbursement 326,400 326,400
Employerretirement contribution Employer contribution 20,160 321,600
Gratuity provision Employer contribution 28,076 328,736
Group healthinsurance =~ Non-cashbenefit 212,000 212,000
Annual variable pay target Eamning 42,000 245,400
Employee retirement contribution  Employee deduction 220,160 221,600
Professional tax( ) Employee 32,400 22,400
Snarialallawanas (halansinal  Eaming S7A 144 SRR 432

CHANGE

213,596

35436

20

20

21,440

2660

23,400

21,440

30 448
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m Bulk increments

Abulkincrement applies one percentage to a selected group, for example a cost-of-livingrise. Each
employee's change is stillapproved individually.

WHAT YOU SEE

e RevisionCycles lists bulkincrements and merit cycles with budget, proposed and approved impact.

¢ Inabulkincrement,the Addemployees buttonselects employeesby department orgrade and sets the

Increase % andreason; AddProposals addsthem.

e SubmitCycle sendseveryproposal forapproval. If the cycleis overbudgetyou must explain why.

HOW TO DO IT

1, Open Compensation ,then RevisionCycles .

2 Selectabulkincrementto seeits proposals and budget.

70N

Home

Approvals

My workspace

= Myrequests

i My attendance

) My profile
Family & bank

) My job history
My leave
My onboarding
My payslips
My documents
My Shifts & Holidays
Documents & pay
My performance
My timesheet
My benefits

2 Mvassets

HR4ON - Payroll Guide - 2 November 2026

Q  searchpages and features cerl K

COMPENSATION > REVISION CYCLES

< DemoFY27incrementcycle (engineering) 2 ornt

Demo

@ Aphabemo B @

&S || - </ SubmitCycle

company AlphaDemo  errecTive O1Apr2027 DprasT 3 PENDING O APPROVED O  REECTED O noTes Demobatch — illustrative budget only.

Budget Proposed Impact

> <2,50,000 <1,73,000
“=  Proposals
Karthik Subramanian ALPO0O15 - Grade 2

Aditya Gupta ALPGOO13 - Grade 3

Ishita Bose ALPOOO14 - Grade 3

ApprovedImpact

20

oy Employees
™ 3

34,20,000 to 24,54,000 8.10%  1warning ) Draft
38,44,000t0 29,12,000 8.06%  1wamning ) Draft

38,92,000t0 29,63,000 7.96% Twarning ) Draft
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EX) Merit cycles and worksheets
A merit cycle gives each manager aworksheet to planincreases against a merit matrixand a budget. HR reviews
the worksheets, each one goes through approval, and HR applies the approvedincreases.

WHAT YOU SEE

e Matrix & Rules :rows are performance ratings, columns are compa-ratio or positioninband; each cellholds a
minimum, target and maximum increase %.

e Eligibility : grades, employment types, minimum service and whether people on probation or notice are
excluded.

e Budget :the budget as anamount or % of payroll, how it is split by department or manager, and the
Salary revisionletter template.

e Report :distribution by rating and budget against spend.

e Worksheet statuses: Planning , HRReview , InApproval , Returned , Approved , Rejected and Applied .

HOW TO DO IT
1. Open RevisionCycles and selectthe meritcycle.

2 Usethe Worksheets , Budget , Matrix & Rules and Report tabs.

3 Managersplanin MeritPlanning under My team.

n ON Q Searchpagesa Ctrl K &) Alpha Demo Q @
o) Home COMPENSATION > REVISION CYCLES
i Approvals < DemoFY27meritcycle ©rfinning ocemo ® 8 <

1worksheet waits for HR review.

My workspace
errecTivE O1Apr2027 supcet ¥17,56,560 (6% of payroll)  seent 29,25,531  remainiNg ¥8,31,029 EucisLe 190f19  PavrRoLLLOCKED THROUGH 30 Sept2026

Y= Myrequests
M Budget [ Matrix & Rules ] Report

i Myattendance

@ 4 = 1 0 .0

= L] More v
Planning HRReview In Approval Approved

). My profile

@ Family & bank
Aarav Mehta's team
1S - 202600002 - 6 eligible of 6

33,91,6000728,61,480 (® Planning
© Myjob history

Myleave R A ]

21,49,5200122,99,.040 @ Planning
p—— ‘p-(arvyjﬁa?j»sn[:eanr‘ g 22,08,796 of 23,09,660 @ Planning
My payslips

Rohanlyer's team

My documents VIS - 2026-00004 - 4 21,00,7350f21,36,620  loutside guideline (D HRReview

gible of 4

® My Shifts & Holidays Vikram Shah's team B

MIS - 2026-00083 - 2

37488007 21,49,760  (® Planning
Documents & pay
My performance

My timesheet

& Mybenefits

2 Mvassets
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EX) Applyincreases andissue revision letters
Whenworksheets are approved, HR selects Apply Approved . HR4ON creates the new packages from the
effective date and, if chosen, generates salary revision letters.
HOW TO DO IT
1 HRopensthe merit cycle and selects Apply Approved .
2 Tick Generate salary revision letters and send them forissue approval if letters are needed.

3 Select Apply . Theresult shows how many were applied, skipped or failed, how many letters were made
and how many paid periods were sent to arrears.

4) Select OpenlLetters tofollowthelettersin Documents.

TIP
¢ Payrolldoes not need to re-enter anything: the next run picks up the new package fromits effective date.

GOOD TO KNOW
e Letterscanbe generated only when a published Salary Revision template exists in Documents.

e Increases effectivein a paid period appear onthe payroll Arrears & Corrections tab asbackdated salary changes
to assess.

HR4ON - Payroll Guide - 2 November 2026 Page 19 of 64



EX) Compensationreports

Compensation reports show the budgetimpact of revisions and reconcile CTC to what payroll actually paid.
WHAT YOU SEE
e Budgetimpact : proposed, approved and appliedimpact for revisions effective in a date range.

e CTCReconciliation : annual CTC, fixed cash, variable target and employer cost of packages in force on a date,
withan Unreconciled count.

HOWTO DO IT

1, Open Compensation ,then Reports .

2 Choosethereport and the dates.

Q Searchpagesa

ctrl K & AlphaDemo Q @

CompensationReports © ®

Register Revisions RevisionCycles Components Structures & Bands
My workspace

My squests Budget Impact CTC Reconciliation All companies ~ dd-mm-yyyy 0 dd-mm-yyyy O

P Myattendance Showing revisions effective any time - open

@ Myprofile

Proposals Proposed Impact Approvedimpact Appliedin Payroll
Family & bank i 3 > ¥1,73,000 © =20 B =20
) pendi Annual Oapproved 0 applied
)| My job history
CRB-2026-0001. Demo FY27increment cycle (engineering) 3proposals: Oapproved Oapplied Budget22,50,000 Proposed21,73,000 Approved 20

My leave

My onboarding

My payslips

[ Mydocuments

® My Shifts & Holidays

}) Documents & pay

My performance

) Mytimesheet

My benefits

2 Myassets

Mv salarv
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04 Pprepare the monthly run

This chapter covers the first half of the run: create it, lock the inputs and clear the readiness issues so

thatit can be calculated.

&) Createapayrolirun

Create oneregularrunforeach pay group and period. Off-cycle, correction and final settlement runs are

created the same way (see chapter 8).

HOW TO DO IT

Choose the Paygroup .

GOOD TO KNOW

—

HR4ON - Payroll Guide - 2 November 2026

Leave Runtype as Regular .

Open Payroll andselect NewRun .

Choosethe Period .Locked periods are marked "(locked)".

Leave Paydate emptytouse the period pay date, orpick anotherdate.

Select CreateRun .Therunopensin Draft .

¢ Onlyoneregularrun canbe openforapay group and period.

New Payroll Run
Pay group*
Monthly salaried staff - Alpha Derno (Monthly)
Period* Runtype*
January 2027 v Regular
Pay date Opticnal
dd-mm-yyyy

Defaultsto the period pay date

Gancel
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Lockinputs

Locking takes a snapshot of who is paid and which approved inputs (attendance, leave, salary packages,

variable inputs, benefits, expenses and loans) the run will use, then checks readiness.

WHAT YOU SEE

e Thefactsstrip shows Earningperiod , Paydate , Cutoff , Taxperiod ,how many employeesarein, outand

held, Netpayable andwhetherstatutory amounts are live ordemo values.

e Ablue Next bannertells you the next step; an amber banner tells you what is blocking.

HOW TO DO IT
1. Opentherun.

2 Select LocklInputs . The status changesto Inputslocked andthe Readiness tab fillsin.

3 Iftherunlatershows Staleinputs ,select Refreshlnputs (or Refreshinputs in More actions )to take anew

snapshot.

GOOD TO KNOW

¢ Inputs approved afterthe snapshot are not included until you refresh. A scheduled check marks the run stale when a
material source changes.

My workspace

My requests

i My attendance

) My profile

Family & bank

© Myjob history

My leave

My onboarding

My payslips

[} Mydocuments

® My Shifts & Holidays

2 Documents & pay
My performance
My timesheet
My benefits

> Myassets
Mv salarv
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Q Searchpages and features Ctrl K

OCTOBER 2026 - MONTHLY SALARIED STAFF - ALPHA DEMO

< PR=2026-00002 ©calcuated O Staleinputs  Demonstration

@ Inputs  Arrears&Corrections  Payslips  Reports

&\ Source data changed after the snapshot. Refresh inputs and recalculate.

Amaterial source changed after the inputs snapshot (detected by the scheduled check). Refreshinputs and recalculate.

B

@ AphaDemo 12 @

g & Refreshinputs

EARNING PERIOD 010ct2026t0310ct2026 pavpate 31Oct2026 cuTorF 26 0ct2026  Taxperiop 2026-27.7  EmpLovees 19in-Oout- 0 held

NETPAvABLE T18,29,125.21  s7atutory Demo values (not for real payroll)

A Readinessissues

All Blockers 0 Payment 2 Warnings 5 Closed

(® Payment blocker

Aditya Gupta (ALPO0O13) - Payment cannot be made
No approved salary bank account is effective on the pay date 31 Oct 2026
Source Employee file - owner HR operations

® Payment blocker

Priya Sharma (ALPO0012) - Payment cannot be made
No approved salary bank account is effective on the pay date 310ct 2026

ource Employee file - owner HR operations

©® Warning
Whole run - Not for live payment

Production payrollis not enabled: statutcry amounts are demo values and net pay is not released for payment.

ource Policy - owner Payro i

© Waming

The Octoberrun: facts strip, the next step and the Readiness tab.

Issues  Population

Acknowledge &

Acknowledge 2

Acknowledge

Acknowledge 2
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€X) Readiness: blockers, payment blockers and warnings

The Readiness tab lists everything that could make pay wrong. Work throughit before you calculate.

WHAT YOU SEE

e Blockers :stop calculation, for example a missing salary package or unfrozen attendance. Fix the source,
thenrefreshinputs.

e Payment : paymentblockers, for example no approved bank account onthe pay date. Wages are calculated
but the paymentis held.

e Warnings : worth reading but not stopping, forexample ajoiner paid for part of the month or a source already
paidinan earlierrun.

Closed :issues that were fixed oracknowledged.

Eachissue shows the employee, the impact, the message, the source and the owner (HR operations, payroll
maker or checker).

HOW TO DO IT
1, Openthe Readiness tab andchoose Blockers , Payment or Warnings .

2 Fixthe source where theissue says, for example ask HR to approve a bank account.

3 Select Refreshlnputs sotherunseesthe fix.

Q  Searchpages and features Ctrl K @& Alpha Demo Q @

OCTOBER 2026 - MONTHLY SALARIED STAFF - ALPHA DEMO

< PR-=-2026-00002 ©calculasted DO staleinputs  Demonstration e < [B]

My workspace @ Inputs Arrears & Corrections Payslips Reports

My requests
&\ Source data changed after the snapshot. Refresh inputs and recalculate.
}i My attendance Amaterial source changed after the inputs snapshot (detected by the scheduled check). Refreshinputs and recalculate.

My profile
EARNING PERIOD 01OCt2026t0310ct2026 pavpaTe 31Oct2026 cutorr 260ct2026  Taxperiop 2026-27.7  empLovees 19in-Oout - Oheld

Family & bank

NETPavABLE ¥18,29,125.21 statutory Demo values (not forreal payroll)

© Myjob history
Readiness 7 Results 19 Variance 4 Approval  History 4

My leave

My onboarding /\ Readinessissues Issues  Population

My payslips
All Blockers 0 Warnings 5 Closed

[@ Mydocuments

(© Payment blocker Acknowled: 2
8 My Shifts & Holidays b W
= L clta; Aditya Gupta (ALPO0013) - Payment cannot be made

No approved salary bank account is effective on the pay date 31 Oct 2026
Source Employeefile - o R operations

) Documents & pay
M rfol e
Y RLCGRNICS ® Payment blocker

Priya Sharma (ALPOO0O0]12) - Payment cannot be made
No approved salary bank accountis effective onthe pay date 31 0ct 2026
Source Employes file - owner HR operations

Acknowledge -

) My timesheet

My benefits

P Myassets

Mv salarv
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&) Acknowledge a warning
When a warning or payment blockeris expected, acknowledge it with a note so the checker can see that you
looked at it.

HOW TO DO IT
. Select Acknowledge nexttotheissue.

. Type a Note ,forexample why the amount is expected.

‘ Select Acknowledge . Theissue movesto Closed .

GOOD TO KNOW
¢ Blockers cannotbe acknowledged. They must be fixed, or the employee excluded with areason.

Acknowledge JOINER

Joiner: paid for 02 Qct to 31 Oct 2026 only.

Note *

Expected: joined on 2 October, prorated as per the offer letter.

4

Cancel Acknowledge
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€X) Population: include, hold or exclude employees

The Population view lists everyone in the run with their eligibility. Change an employee's treatment when they
must not be paid this month or their payment must wait.

WHAT YOU SEE

Badges show open blockers and payment blockers peremployee.

Included : paid normally.

Held : calculated, but the payment is held untilreleased by finance.
Excluded :left out of thisrun, forexample paidin a separate final settlement.

HOW TO DO IT

1

2

HR4ON - Payroll Guide - 2 November 2026

In Readiness , select Population .

Selectthe Treatment menubutton next to the employee.

Choose Hold payment , Excludefromrun or Include .

Typea Reason andconfirm.

Lock inputs again before calculating.

GOOD TO KNOW

Changing the population unlocks the inputs. Lock them again before you calculate.

My workspace

My requests

W My attendance

My profile

Family & bank

) My job history

My leave

My onboarding

El My payslips

2 Mydocuments

@ My Shifts & Holidays

}) Documents & pay

) My performance

) Mytimesheet

My benefits

2 Myassets

Mv salarv

Q Searchpagesar

OCTOBER 2026 - MONTHLY SALARIED STAFF - ALPHA DEMO

< PR-2026-00002 © caleusated

@ Inputs Arrears & Corrections

Ctrl K

© staleinputs Demonstration

Payslips

Reports

&\ Source data changed after the snapshot. Refresh inputs and recalculate.

Amaterial source changed after the inputs snapshot (detected by the scheduled check). Refreshinputs and recalculate.

EARNING PERIOD 01 0ct2026t0310¢ct2026 paYDATE 310ct2026 cuTOFF 26 0ct2026  Tax PERIOD 2026-27 .7

NETPAvABLE %18,29,125.21 statutory Demo values (not forreal payroll)

A Population ©

Aarav Mehta

Regular 01C

Aditya Gupt:

Regular - 010ct

Ananya Das ALP

DivyaPillai ALPO
Regular - 010ct 202

Farhan Ali AL
Regular- 010ct
Ishita Bose A\
Regular- 010ct

Approval  History 4

@@ AlphaDemo Q @

& Refreshinputs

EMPLOYEES 19in.0out-0held

lssues  Population
© Included

1payment @ Included

@ Hold payment

& Exclude fromrun

© Included
@ Included
© Included

@ Included
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05 Ppayrollinputs

Most inputs reach payroll automatically from the module that owns them. This chapter explains where
attendance, leave and otherinputs come from and how to add the variable inputs that payroll owns
itself.

@) Whereinputs come from

Whenyou lockinputs, HR4ON reads approved data from each module. You fixan input at its source, never by
typing over the result.

SOURCES
e Salary: the approved packagein force (Compensation).

¢ Attendance and leave: payable days, unpaid leave (loss of pay), overtime and night-shift days from the
frozen attendance period, or full days less approved unpaid leave, depending on the pay group.

e Leave encashment: approved encashments(Leave).

e Benefits: employee contributions and employer costs from accepted elections (Benefits).

e Expenses: approved claimsrouted to payroll (Expenses & travel).

¢ Loans:instalments due and salary advance recoveries (Loans & advances).

¢ Taxand statutory: declarations, accepted proofs and approved rule packs (Statutory & tax).

¢ Variable inputs: incentives, one-off deductions and overtime hours (Payroll Inputs).

TIP
e Openanyemployeeresultand select Sourceinputs to see exactly which source versions were used.

GOOD TO KNOW
e Eachsourcerecord canbe paidonly once. If aruntries toinclude arecord already paid by an earlierrun, it shows a
SOURCE_ALREADY_CONSUMED warning and leaves it out.

Q  searchpages and features ctrl K @& Alpha Demo @ @

PR-2026-00002 - OCTOBER 2026 - ALPO0012

< Priya Sharma Pavmentheld (O NeedsReview [n] [ Explain Variance

My workspace @ Inputs  Arrears & Corrections  Payslips  Reports

My requests

Payment held

ji. My attendance No approved salary bank account is effective on the pay date 31 Oct 2026,

) My profile
cross ¥1,02,168.00 ReMBURSEMENTS ¥5,800.00 DEDUcTIONs ¥33,738.54  nNeTpavasLe ¥74,229.46  EmPLOYER cOsT ¥1,07,850.00 paip DAYS 30.000f30
Family & bank PRIOR NET 393,467.00

& Myjob history

# Why the amount changed
Net-19,237.54 against $3,467.00: Employeeloan LN-SYN-00O01 #3 (arrears) new -25,482.54; Quarterly performance incentive (Demo) new +5,000.00; Wellness
allowance claim BCL-2026-000001new +3,600.00; Meal card BEN-2026-000042 new -2,200.00: Eligible days 30 to 31

My leave
My onboarding

My payslips Components 17 Compare with 2026-09 [m] Issues 1

3 Mydocuments
E Snapshotinputs O

8 My Shifts & Holidays

Calculated by PE-1.0 from snapshot v (input hash fOebb432412). Fixed divisor 30 days; HalfAwayFromZero to 2 dp per component. Payable days 30 of divisor 30; unpaid
2! Documents & pay 0. Gross1,02,168.00 + reimbursements 5,800.00 - deductions 33,738.54 = net 74,229.46. Employer cost 1,07,850.00 = gross + employer contributions 5 682.00; it never
changes net pay.

My performance

Rules RULES vPE-1.0  27d167392628

My timesheet ¢
"rules”: {

> Mybenefits “prorationMethod”: "FixedDivisor~,

® Myassets e

“roundingStage”: "Companent”,
i meBa onent": "BASIC",
“hoursPerDay”: §,

Mv salarv

Attendance V-LOP:01a163f43

026-10 - v4f53cdalBc2baalc - 1c76f309d93

Source inputs of one employee: each approved source withits version.
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Variable inputs

The Inputs tab holdsincentives, one-off deductions, reimbursements and overtime hours from approved
source systems. Eachinput needs approval by someone other than the person who enteredit.

WHAT YOU SEE

e Counttabs: All , Toapprove , Approved , Paid (usedbyarun), Rejected , Cancelled .

e Columns: employee, Period , Component , Kind , Amount (orhours)and Status .

e Typeaperiodsuchas 2026-10 inthe period boxto see one month.

HOWTO DO IT

1. Open Payroll ,then Inputs .

2 Selectacounttab orsearch by sourceid, component oremployee number.

PayrollInputs ©

Runs m Arrears & Corrections
My workspace

My requests

i My attendance

Q Search sourceid, component or emg

My profile
Foouy & bank EMPLOYEE Period

) My job history Priya Sharma ALPO0012 2026-10
My leave Aditya Gupta ALPOOO13 2026-10
My onboardin
o < 1-20f2

El My payslips

[ Mydocuments
® My Shifts & Holidays
] Documents & pay

My performance

® Mytimesheet

My benefits

* Myassets

Mv salarv
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ctr1 K

Payslips Reports

ol ol
To approve Approved

Period e.g. 2026-1C
COMPONENT

Quarterly performance incentive (Demo) (INCENTIVE)

Referral bonus (Demo) (INCENTIVE)

0

Paid

KIND
Eaming

Eaming

@& AlphaDemo Q @

o o (CEED

More v

I Columns

Amount  STATUS

25,000.00 @ Approved

22,500.00 © Pending Approval

Rows | 20 < < | Pagel/l | >
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Add a variable input

Add aninput when an approved source, such as anincentive scheme, sends an amount foran employee.

HOW TO DO IT

In Inputs ,select NewlInput .

" 0000000
—

IP

GOOD TO KNOW

HR4ON - Payroll Guide - 2 November 2026

Enterthe Payperiod ,forexample 2026-10 .

Select Save .Theinputissavedforapproval.

e The same sourcerecordid canbe paid only once.
¢ Approvedinputs cannot be edited; cancel and add a new one instead.
¢ Inputs added afterthe run was locked are picked up only when you refreshinputs.

New Input
Employee*
Type 2+ letters of a name or number
Pay period *
2026-1
.g.2026-10
Component code *
INCENTIVE
Amount *
3000

Sourcerecordid *

[ INC-2026-10-014

Notes Optional

Kind *

Earning

Description*
Festivalincentive
Source system *

INCENTIVES

Type two ormore letters of the employee name or number and pick the employee.
Choosethe Kind : Earning , Deduction , Reimbursement or Overtimehours .

Enterthe Componentcode (forexample INCENTIVE ),a Description andthe Amount (or Hours ).

Enterthe Sourcesystem andthe Sourcerecordid fromthe source.

e Formanyinputs, use the import buttonand choose Import: Variable inputs .

==
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&) Approve variable inputs (checker)

Checker: inputs waiting for approval show tick and cross buttons for people who can approve them.

HOW TO DO IT
1. Open Payroll ,then Inputs ,andselect Toapprove .

2 Selecttheticktoapprove, orthe crosstoreject withareason.

GOOD TO KNOW
e Youcannot approve aninput you entered yourself.

cerl K & AlphaDemo Q @

} (o] ] Q Searchpages and fe

Home

PayrollInputs © =]

Runs m Arrears & Corrections Payslips Reports Setup

My workspace = 2 ® ik ® 1 @ 0 More v
Al To approve Approved Paid

i Approvals

= Myrequests
Q Searchsourceid, component or emg Period e.g. 2026-1C D Columns
i My attendance
) Myprofile EMPLOYEE Period COMPONENT KIND Amount  STATUS
Family & bank Aditya Gupta ALPOOO13 2026-10 Referral bonus (Demo) (INCENTIVE) Earning 22,500.00 (© Pending Approval X
My job history 1-1of1 Rows | 20 ¢ < | Pagel/l >

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2. Mvassets
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06 calculate and review

Withinputslocked and blockers cleared, calculate the run and review the results before you sendit to

the checker.

m Calculate the run

Calculation works out every employee's pay from the locked inputs. Large runs calculate in the background with
aprogress count.

WHAT YOU SEE

e Onastalerun, Moreactions offers Refreshinputs and Cancelrun .

fresh and locked.

HOW TO DO IT

1

2

HR4ON - Payroll Guide - 2 November 2026

Select Calculate onarunin Inputslocked .

Recalculate appearsonce theinputsare

Wait while the status shows Calculating and the count of employees processed.

Whenit shows Calculated ,open Results .

To calculate again after a fix, select Moreactions then Recalculate .

TIP

If a calculationisinterrupted, select Resume Calculation .To stop one,use More actions ,then

Stop calculation ;results so far are discarded.

My workspace

My requests

i Myattendance

My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

a Documents & pay

) Myperformance

) Mytimesheet

My benefits

® Myassets

Mv salarv

Q  Searchpages and features cerl K

OCTOBER 2026 - MONTHLY SALARIED STAFF - ALPHA DEMO

< PR=2026-00002 ©calculated O Staleinputs

Demonstration

@ Inputs  Arrears&Corrections  Payslips  Reports

&\ Source data changed after the snapshot. Refresh inputs and recalculate.
Amaterial source changed after the inputs snapshot (detected by the scheduled check). Refreshinputs and recalculate.

EARNING PERIOD 010ct2026t0310ct2026 pavpate 31 Oct 2026

NET PAYABLE ¥18,29,125.21 s7aTuToRY Demo values (not for real payroll)

Readiness 7 Results 19 Variance 4 Approval

A9 ExceptionsO  Paymentheld2  FlaggedO

Q Search employee name or number

EMPLOYEE Gross cash
AaravMehta ALPOO0CO1 23,60,809.00
Rohan lyer ALPO0O003 32,42,787.00
Vikram Shah ALPOO007 22,28,695.00
KavyaRao ALPO0002 32,28 695.00
MeeraNair ALPOO004 21,66,014.00
LakshmiMenon ALPO0009 21,11,260.00
Sanjay Verma ALPOOOT! ¥90,122.00
Sneha Reddy ALPOO0OCS 290,122.00

History 4

Deductions

260,826.00

338,535.00

226,807.00

226,807.00

213,652.00

27,530.00

22,680.00

<3,280.00

cuToFF 26 Oct2026

¥ Net payable

23,02,183.00

32,06,452.00

22,04,088.00

22,04,088.00

21,54,562.00

21,05,930.00

289,642.00

289.042.00

TAX PERIOD 2026-27-7

&

~

& Alpha Demo Q @

2 & Refreshinputs

< B

& Refreshinputs

® cancelrun

Variance

20.00(0%)

-28,100.00(-3.78%)

-21.00(0%)

-1.00(0%)

20.00(0%)

-2600.00(-0.56%)

20.00(0%)

-2600.00(-0.67%)

The More actions menu of arun with stale inputs.

STATUS

@ oK

@ Needs Review

@ oK

© ok

@ ok

@ oK

@ ok

@ oK

emMpLOYEES 19in-Oout-0held

@ Columns
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Results

The Results tablists eachemployee's gross cash, deductions, net payable and variance against the previous
period.

WHAT YOU SEE

Filters: All , Exceptions (errorsandnegative netpay), Paymentheld and Flagged .

e Status . OK ,anexception, Paymentheld oravariance status.

e More columns, suchas Reimbursements , Employercost , Payabledays and Unpaiddays ,canbe added
from the column picker.
e Usethe exportbuttonforaspreadsheet of the results.

HOW TO DO IT
1 Openthe Results tab.

2 Choose afilterorsearch anemployee.

3 Selectanemployee to see their calculation.

ctrl K &) AlphaDemo Q @

Q Ssearchpag

OCTOBER 2026 - MONTHLY SALARIED STAFF - ALPHA DEMO

< PR-2026-00002 ©@calculated O sStaleinputs  Demonstration 8B @

My workspace @ Inputs  Arrears & Corrections  Payslips  Reports
My requests
&\ Source data changed after the snapshot. Refresh inputs and recalculate.
My attendance Amaterial source changed after the inputs snapshot (detected by the scheduled check). Refreshinputs and recalculate.
My profile
EARNING PERIOD 01 Oct2026t0310ct2026 pavpate 31Oct2026 cutorr 26 0ct2026 TaxPerioD 2026-27.7 EmpLovees 19in-Oout- Oheld
Family & bank NETPAYABLE T18,29,125.21  statutory Demo values (not for real payroll)
My job history
Readiness 7 Variance 4 Approval History 4
My leave
A ExcoptionsO Flsgged
My onboarding
My payslips Q Search employee name or number [ Columns
My documents EMPLOYEE Gross cash Deductions V¥ Netpayable Variance  STATUS
My Shifts & Holidays AaravMehta ALPOO0O1 23,60,809.00 260,826.00 23,02,183.00 2000(0%) QoK
Documents & pay Rohan lyer ALPO0003 22,42,787.00 238,535.00 22,06,452.00 -28,100.00(-3.78%)  ( NeedsReview
My performance Vikram Shah ALPO0007 32,28,695.00 326,807.00 22,04,088.00 -2100(0%) @OoK
Pty iosheat KavyaRao ALPO0002 22,28,695.00 226807.00  22,04,088.00 2L00(0%) @0k
My benefits
X MeeraNair ALPOO004 21,66,014.00 213,652.00 21,54,562.00 20.00(0%) © OK
My assets
LakshmiMenon ALPOO00Q9 21,11,260.00 ¥7,530.00 21,05,930.00 -2600.00(-0.56%) Q@ oK
My salarv
Sanjay Verma ALPO0OT1 290,122.00 22,680.00 289,642.00 20.00(0%) @ ok
Sneha Reddy ALPOO0OCE 290,122.00 23,280.00 289.042.00 -2600.00(-0.67%) @ oK
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&) One employee's calculation

The result page explains every line of an employee's pay, so you can answer questions without a spreadsheet.

WHAT YOU SEE
e Factsstrip: Gross , Reimbursements , Deductions , Netpayable , Employercost , Paiddays and Priornet .

e Components : earnings, reimbursements, deductions, employer contributions (not in net) and non-cash
items. Select aline to seeits unrounded amount, rounding, formula version and full trace.

¢ AnArrears badge marks aline paid as arrears.

e Tabs: Comparewith the previous period, Sourceinputs , Issues and Statements (payslipsand
corrections).

HOW TO DO IT
1. Openanemployee from Results or Variance .

2 Selectacomponentline to expandits trace.

3 Use Flaganissue (flagbutton)tomarkthe resultforasecondlook.

O Subrefipages andtasizes cer1 K @ AphaDemo 12 @

PR-2026-00002 - OCTOBER 2026 - ALPO0012

< Priya Sharma Paymentheld  ( NeedsReview [n] 5 Explain Variance

My workspace @ Inputs  Arrears & Corrections  Payslips  Reports

My requests
Payment held
i My attendance No approved salary bank account is effective on the pay date 31 Oct 2026,

) My profile
GRoss ¥1,02,168.00 ReMBURSEMENTS 25,800.00 DEDUCTIONS ¥33,738.54  NeTPavasie €74,229.46  empLover cosT €1,07,850.00  paippavs 30.000f30
Family & bank PRIOR NET 293,467.00

D) My job history
s# Why the amount changed
My leave Net-19,237.54 against 93,467.00: EmployeeLoan LN-SYN-0001 #3 (arrears) new -25,482.54; Quarterly performance incentive (Demo) new +5,000.00; Wellness

allowance claim BCL-2026-000001new +3,600.00; Meal card BEN-2026-000042 new -2,200.00; Eligible days 30 to 31
My onboarding

My payslips Components 17 Compare with 2026-09 Source inputs Issues 1

[} Mydocuments

E=  Earnings

3 My Shifts & Holidays

) Documents & pay

246,400.00 ]

nrounde; rounded HalfAwayFromZero/Z - PE-1.0/prorate - source CMP-2026-0000

My performance

“formula®: "I monthly x payable days * divisor (per effective segment)”,

My timesheet

isorRule”: "FixedDivisor”

"divisor”

My benefits “periodDays": 31,
“segnents”

> Myassets "from": "2026-10-61",
"to": "2026-10-31",
Mv salarv
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&) Compare with the previous period

The comparisonlists every component with last period's amount, this period's amount and the change.

HOW TO DO IT

1. Ontheemployeeresult, select Compare with followed by the previous period.

2 Readthechangeoneachline: greenisanincrease, red a decrease.

My workspace

My requests

My attendance

My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits
My assets

Mv salarv
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ctrl K

PR-2026-00002 - OCTOBER 2026 - ALPO0012

< Priya Sharma Paymentheld (® Needs Review

@ Inputs  Arrears&Corrections  Payslips  Reports

Payment held

No approved salary bank account is effective on the pay date 31 Oct 2026,

cross 31,02,168.00 ReMBURsEMENTS ¥5,800.00 DepucTions ¥33,738.54  NeTpavasLe ¥74,229.46  empLOYER cosT ¥1,07,850.00

PRIOR NET 393,467.00

# Why the amount changed

@& Alpha Demo @ @

P 3 Explain Variance

paID pAYS 30.000f30

Net-19,237.54 against 93,467.00: Employeeloan LN-SYN-00O01 #3 (arrears) new -25,482.54; Quarterly performance incentive (Demo) new +5,000.00; Wellness
allowance claim BCL-2026-000001new +3,600.00; Meal card BEN-2026-000042 new -2,200.00: Eligible days 30 to 31

Components 17 [ Compare with 2026-09 ] Source inputs

%3 Prior 2026-09 against this period
Quarterly performance incentive (Demo) Ezming
Basic salary Farning
House rent allowance tarning
Special allowance (balancing) taming

Wellness allowance claim BCL-2026-000001r

Mealreimbursement rc

EmployeeLoan LN-SYN-0001 #3 (arrears) employ

Issues L

20.00

246,400.00

218,560.00

232,208.00

35,000.00

246,400.00

218,560.00

232,208.00

23,600.00

<2,200.00

225,482.54

35,000.00
No change
Nochange
No change

23,600.00
No change

325,482.54
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X) Review variances

The Variance tab shows employeeswhose net pay changed by more thanthe company threshold. Each one
needs an explanation before you can submit.

WHAT YOU SEE

e Filters: Needsexplanation , Explained , All .

e The thresholdlist narrows to changes of 5%, 10% or 25% or more.

¢ HR4ON shows Why the amount changed, worked out from the source evidence, on each employee result.

HOWTO DO IT

-

Openthe Variance tab.

2 Openeachemployeein Needs explanation .

(2]

Read Why the amount changed and check the comparison.

4 Select ExplainVariance ,type why the changeis expected andselect Save .

GOOD TO KNOW
e Arunwithunexplained variances above the threshold cannot be submitted for approval.

ctrl K & Alpha Demo Q @

Q Searchp

OCTOBER 2026 - MONTHLY SALARIED STAFF - ALPHA DEMO

< PR=2026-00002 ©calculasted 9 staleinputs  Demonstration Sl 2

My workspace @ Inputs Arrears & Corrections Payslips Reports
My requests
&\ Source data changed after the snapshot. Refresh inputs and recalculate.
I My attendance Amaterial source changed after the inputs snapshot (detected by the scheduled check). Refreshinputs and recalculate.
) My profile
EARNING PERIOD 01 0ct2026t0310ct2026 pavYDATE 31Oct2026 cuUTOFF 26 0ct2026  TaxPERIOD 2026-27.7  EMPLOYEES 19in-0out- Oheld
Family & bank NETPAvABLE €18,29,125.21  statuTory Demo values (not for real payroll)
My job history
Readiness 7 Results 19 Approval History 4
My leave
i S G Agchengs:
My onboarding
My payslips 4 variances above threshold
Open eachemployee, read the explanation fromsource evidence and record why it is expected before submitting.
My documents
3 My Shifts & Holidays Q Search employee name or number [ Columns
3’ Documents & pay EMPLOYEE Gross cash Deductions Net payable 4 Variance  STATUS
). My performance ZaraKhan ALPO0O019 218,799.00 2288.00 220,711.00 27,531.64(57.15%) @ Needs Review
My timesheet Rohan lyer ALPO0003 22,42,787.00 238,535.00 22,06,452.00 -38,100.00(-3.78%)  ( NeedsReview
Hybeneits Ishita Bose ALPOO014 260,470.00 212,680.00 249,990.00 -210,000.00(-16.67%) (@ NeedsReview
Jp My assets Priya Sharma ALPO0012 21,02,168.00 253,738.54 374,229.46 -219,237.54(-20.58%)  Paymentheld (D NeedsReview
Mv salarv
1-40f4 Rows 20 < < Pagel/l >
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@) Explain avariance

The explanationis your note to the checker: why the change is expected.

HOW TO DO IT
‘ Onthe employee result, select Explain Variance .

. Type thereasonin Why is this change expected? .

. Select Save .Thestatusbecomes Explained .

Explain Variance

‘Why is this change expected? *

Loan arrears recovered this month and a new incentive; checked
with the loan schedule.

4

=
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07 Approve, finalise and release payslips

The second half of the run: submit to the checker, approve, finalise and release payslips. Each step
needs the one beforeiit.

Submit for approval

Whenresults are reviewed, send the exact calculation to anindependent checker.

HOW TO DO IT

1 Checkthatthe Readiness tab hasno openblockersand thateveryvarianceis explained.

2 Select SubmitforApproval . The status changesto Awaiting approval .

3 Tochange something after submitting, use More actions ,then Withdraw from approval , with areason. The
rungoesbackto Calculated .

GOOD TO KNOW

* HR4ON refuses to submitif inputs are stale, blockers are open or variances above the threshold are unexplained,

and tells you which.

My workspace
My requests
% My attendance
) My profile
Family & bank
& Myjob history
My leave
My onboarding
My payslips

3 Mydocuments

8 My Shifts & Holidays

3 Documents & pay

) My performance

My timesheet

> Mybenefits

* Myassets

Mv salarv

Q  searchpages and features

ctrl K

@& Alpha Demo @ @

QOCTOBER 2026 - MONTHLY SALARIED STAFF - ALPHA DEMQ

© Staleinputs  Demonstration e <% & Refreshinputs

< PR=2026-00002 © calcuated

Payslips

Reports

&\ Source data changed after the snapshot. Refreshinputs and recalculate.
Amaterial source changed after the inputs snapshot (detected by the scheduled check). Refreshinputs and recalculate.

EARNING PERIOD 01 Oct2026 to 31 Oct 2026

PAYDATE 31Oct2026 cuToFF 26 Oct2026  TaxPERIOD 2026-27-7  EMpLOYEES 19in-Oout- Oheld

NETPAYABLE T18,29,125.21 staTuTorY Demo values (not forreal payroll)

Readiness 7 Results 19

Gross

Deductions

B 220,39,307.66 O =2,55462.45

Exceptions
A0

2 payment held

& |Locked calculation| (O

CALCULATION
vl -ad8b3ec7286e
POPULATION
437b83f76c03 - 19 results
SUBMITTED

Not set

APPROVED HASH

Not set

Variance 4 [ Approval ] History 4

Employer cost

Net payable 5 221,54,840.36 @  Checkerdecision

@ 218,29,125.21

Submit the calculated run for approval

INPUTS SNAPSHOT

V1 -730ec2f53695

CALCULATED

23 Oct2026,10:25 pmby Sneha Reddy
APPROVED

Not set

FINALISED

Not set

The Approval tab before submission: totals and the locked calculation the checker will approve.

HR4ON - Payroll Guide - 2 November 2026
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Approve arun (checker)

Checker: you approve the exact calculation and inputs the maker submitted. Runs waiting for you appear under
Awaiting approval andinyour Approvals .
WHAT YOU SEE

e Tiles: Gross , Deductions , Netpayable , Employercost (with contributions)and Exceptions (withhow
many payments are held).

e Locked calculation :the calculation andinput snapshot versions, who calculated and submitted, and when.
e Checkerdecision : fourchecks you confirm before approving.
HOW TO DO IT

1 Opentherunandselect ReviewandApprove (orthe Approval tab).

2 Review Results , Variance and Readiness asneeded.

3 Tickeachcheck: Variancesabove threshold are explained , Exceptions and negative net pay reviewed ,
Totals reconcile to theregister and Payment holds are understood (not paid) .

4, Adda Comment ifyouwish.
5 Select Approve .The statuschangesto Approved .

6 If somethingiswrong, use Moreactions ,then Returntomaker ,with areason.Therungoesbackto
Calculated .

GOOD TO KNOW

e Approve staysdisabled until all four checks are ticked.

¢ |fasource changes afteryouapprove, the approvalis no longervalid and the run must be refreshed, recalculated
and approved again.

HON Q Searchpages and features ctrl K & AlphaDemo @ @

Home SEPTEMBER 2026 - MONTHLY SALARIED STAFF - ALPHA DEMO

Ayl < PR=2026-00001 © Finalised  Demonstration S £ B | - 2 Confirm Paid Items
@ Inputs  Arrears&Corrections  Payslips ~ Reports  Setup

My workspace
EARNING PERIOD 01Sept2026to 30 Sept2026 par pate 30Sept2026 cutorr 258ept 2026  1ax PERIOD 2026-27.6 empLovees 17in-0out-0held
= Myrequests NETPavaBLE Z18,33,508.89 statutory Demo values (not for real payroll)
i My attendance
Readiness 4 Results 17 Variance 0 IYSC  Liabiities  History 4
) My profile
Family & bank Gross Deducticns Netpayable g © |Checker evidence

B 2199099456 5 319407900 © =18335088 C

) My job history

Vikram Shah (seed) - 22 0ct 2026, 7:44 pm

@© Varlances Reviewed

My leave

Exceptions ® Exceptions Reviewed
7. My onboardin A o
Y 9 - @ Totals Reconciled
My e yeioe ® Payment Blockers Understood
] Demo seeded approval (no workfiow request)
o
i eErrs &  Lockedcalculation ©
My Shifts & Holidays CALCULATION INPUTS SNAPSHOT
vl 74e06blc6bls vl:c6767205a5d9
Documents & pay POPULATION CALCULATED
f2122f2dd79 - 17 results 22 0ct2026,7:44 pm by Sneha Reddy
My performance
SUBMITTED APPROVED
My timesheet 22 0ct 2026, 7:44 pm by Sneha Reddy 22 0ct 2026, 7:44 pm by Vikram Shah
APPROVED HASH FINALISED
By benstts 7406b1c6b15 220¢t2026,7:44pmby

2 Mvassets

Afinalised run keeps the checker's evidence: who approved, when, the ticked checks and the comment.
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Finalise the run

Finalising posts the results, year-to-date balances and payment liabilities. After this nothingin the run can

change.

HOW TO DO IT
1, Opentheapprovedrun.

2 Select Finalise (onthe Approval tab oratthetop).

3 Thestatuschangesto Finalised . Payslips are created and the Liabilities tab appears.

TIP

e Afterfinalising, select ConfirmPaidItems so thatexpenses, benefits, leave encashments andloans are marked as

paidin theirown modules.

GOOD TO KNOW

¢ Finalising does not pay anyone. Finance pays the liabilities from Payments & accounting .
o Mistakes found after finalising are fixed with arrears, a correction run or areversal, never by editing the run.

Q searchpage

Arrears & Corrections

SEPTEMBER 2026 - MONTHLY SALARIED STAFF

< PR-2026-00001 © Fisise

My workspace @ Inputs

My requests

EARNING PERIOD 01 Sept 2026 to 30 Sept 2026

ctrl K

ALPHA DEMO

Demonstration

Payslips Reports

paY DATE 30Sept2026  curorF 25 Sept 2026

il My attendance NETPAYABLE T18,33,508.89 statutory Demo values (not for real payroll)
) My profile
Family & bank
My job history 3 Liabilities handed to payment O
Myleave Aarav Mehta
NetPay - NET_PAY - Demonstratio ed): not
My onboarding
. Aditya Gupta
My payslips NetPay - NET_PAY - No approved sala our on the pay dat 2026
My documents Ishita Bose
NetPay - NET_PAY - Dem Juction payroll dis =
® My Shifts & Holidays
Farhan Ali
) Documents & pay NetPay - NET_PAY - Demc duc dis
) My performance Arjun Kapoor
Net Pay -NET_PAY - Demonstration run(production payroll disabled): not for payment
My timesheet .
Priya Sharma
NetPay -NET_PAY - No approvedsala fe paydate 30 S
My benefits
ZaraKhan
i iassats NetPay - NET_PAY- Demonstration fu duction payrolld for payme
AR Meera Nair
NetPay - NET_PAY . Demonst o ducti pa or payn
Sneha Reddv

HR4ON - Payroll Guide - 2 November 2026

@@ Alpha Demo @ @

SNSRI  — Confirm Paid tems

TAXPERIOD 2026-27-6 empLovees 17in-Oout-O0held

Alltypes

23,02,183.00

256,467.00

259,990.00

256,467.00

247,453.53

293,467.00

213,179.36

21,54,562.00

Liabilities handed to payment after finalisation.

@ Held

Q@ Held

@ Held

@ Held

© Held

© Held

@ Held

© Held
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Liabilities handed to payment
The Liabilities tab of afinalised runlists whatis owed: net pay to each employee, statutory amounts, loan and
expense recoveries, other deductions and employer contributions.

WHAT YOU SEE

e Filterbytype: Netpay , Employee statutory , Employerstatutory , Loanrecovery , Expenserecovery |,
Otherdeduction , Employer contribution .

e FEachliability showsits amount and payment status (forexample Pending , Held , Paid ).

e Paiditem confirmations lists what was confirmed back to the source modules.

GOOD TO KNOW
¢ Held payments andzero or negative net pay are never offered for transfer.

Release payslips

Each pay group decides when payslips appear to employees: automatically on finalisation, orwhenyourelease
them.

WHAT YOU SEE
e Payslip statuses: Notreleased (generated), Released and Superseded (replaced by acorrected version).

HOW TO DO IT
1 Forgroups setto manualrelease, open the finalised run.

2 Select Moreactions ,then Release payslips .

3 Torelease one employee's payslip, openitin Payslips and select Release .

GOOD TO KNOW
o Employees seereleased versions only. They are notified and can open the payslip under My payslips ontheir
phone.

Q Searchpages and features Ctrl K & Alpha Demo Q @

Payslips © & = B

My workspace

My requests s 17 o 17 o0 o 0
Al Released Not released Superseded
i My attendance
Q Searchemployee name or number D Columns
) My profile
Family & bank EMPLOYEE Period RUN VERSION Netpay  STATUS
B Myi FarhanAli ALPO0008 September 2026 PR-2026-00001 vl 256.,467.00 @ Released
© Myjob history
My leave Ishita Bose ALPO0014 September 2026 PR-2026-00001 vl 259,990.00 @ Released
# My onboarding Aditya Gupta ALPOOOT3 September 2026 PR-2026-00001 vl 256,467.00 @ Released
My payslips Priya Sharma ALPO0012 September 2026 PR-2026-00001 vl 393,467.00 @ Released
[ Mydocuments MeeraNair ALPOO004 September 2026 PR-2026-00001 vl 21,54,562.00 @ Released
® My Shifts & Holidays Arjun Kapoor ALPOO005 September 2026 PR-2026-00001 vl 347,453.53 @ Released
3 Documents & pay Divya Pillai ALPO0016 September 2026 PR-2026-00001 vl $28,301.00 @ Released
© Myperformance KavyaRao ALPO0002 September 2026 PR-2026-00001 vl 32,04.089.00 @ Released
fytkneshast Neha Joshi ALPOO010 September 2026 PR-2026-00001 v 28259600 O Released
Mybeneats Manish Yadav ALPO0O17 September 2026 PR-2026-00001 Vi 230299.00 @ Released
? Myassets }
AaravMehta ALPOO0O1 September 2026 PR-2026-00001 vl 23,02,183.00 ® Released
Mv salarv
LakshmiMenon ALPOO0OCY September 2026 PR-2026-00001 vl 21.06,530.00 @ Released
Sneha Reddy ALPO0006 September 2026 PR-2026-00001 vl 389,642.00 @ Released
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Open a payslip and its PDF

The payslip view is exactly what the employee sees: net pay, paid days, earnings, deductions and year-to-date

figures.

HOW TO DO IT

1. Open Payroll ,then Payslips ,and select apayslip.

2 Select Download PDF or Share PDF forthe PDF.

3 Usethe eye button to hide amounts when someone can see your screen.

TIP

e Acorrected payslip shows a Revised statement note, and the old one links to the current version.

My workspace

My requests

B My attendance

) My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

) My Shifts & Holidays

! Documents & pay
My performance
My timesheet
My benefits

2 Myassets

Mv salarv
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Q  Searchpagesand features

Ctrl K

ALPHA DEMO TECHNOLOGIES PRIVATE LIMITED - FARHAN ALI

< September2026 © released

NET PAY

¥56,467.00

Paid on 30 Sept 2026 to account ending 0081

B Paydetails
EARNINGS
Basic salary
House rent allowance
Special allowance (balancing)
Total

REIMBURSEMENTS

Meal reimbursement
Total

DEDUCTIONS

Employee contribution(simulation)
Professional tax (simulation)
Total

EMPLOYER CONTRIBUTIONS (NOT PART OF NET PAY)

Gratuity provision
Employer pension share (simulation)

Employer fund share (simulation)

Demonstration x 8 <

30 of 30 days paid

228,133.00
<11,253.00
217,561.00

256,947.00

22,200.00

22,200.00

22,500.00
2180.00

22,680.00

21,353.00
21,750.00

3750.00

@@ AlphaDemo Q @
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ON YOUR PHONE

Employees openreleased payslips from Payslips on their phone. My Payslips ©

Gross 2026-27 Net2026-27
= 297,168.00 B 293,467.00

September 2026

B

293,467.00 >
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Run history, cancelling and reversing

The History tabrecordsevery step withwho didit, when and the fingerprint of the data. Two more actions are
available when things gowrong.
WHAT YOU SEE

e Cancelrun (before finalisation): releases the reservedinputs so they canbe paid by anotherrun. Nothing has
been paid.

e Reverserun (afterfinalisation): creates alinkedreversalrunthatis calculated, approved and finalised like any
other. Unpaid liabilities are cancelled; paid ones stay paid and are flagged forrecovery. Old statements are
kept and marked superseded.

HOW TO DO IT
1 Opentherunandselect Moreactions .

2 Choose Cancelrun or Reverserun andtype areason of atleast five characters.

GOOD TO KNOW
¢ Reversing needs reversal rights (normally the checker or payroll administrator).

Q  Searchpages and features ctrl K & Alpha Demo @ @

SEPTEMBER 2026 - MONTHLY SALARIED STAFF - ALPHA DEMO

< PR=2026-00001 O Finslised  Demonstration S £ @

My workspace @ Inputs  Arrears & Corrections  Payslips  Reports
My requests
EARNING PERIOD 01Sept2026to 30 Sept2026 par pate 30Sept2026 cutorr 258ept 2026  1ax PERIOD 2026-27.6 empLovees 17in-0out-0held
i Myattendance NETPavaBLE Z18,33,508.89 statutory Demo values (not for real payroll)
My profile
Readiness 4 Results 17 Variance 0 Approval  Liabilities []
Family & bank
© Myjob history D Runhistory
My leave Finalised System-220ct 2026, 7:44 pm

17 results, 25 liabilities - 74e06b1cébl5

My onboarding

Approved Vikram Shah (seed)- 22 Oct2026,7:44 pm
My payslips Demo seeded approval - 74e06blcob1s

2 Mydocuments Calculated Payroll engine - 22 Oct 2026, 7:44 pm
V1:17 results, O errors, net 18,33,508.89 INR - 74e06b1c6b15

f@ My Shifts & Holidays

Inputs Snapshotted System - 22 Oct 2026, 7:44 pm
3 Documents & pay Snapshotv1:17 employees, 86 source items, O blockers - c6767205a5d9

) My performance

) Mytimesheet
My benefits

P Myassets

Mv salarv
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08 Arrears, corrections and off-cycle runs

Finalised payroll never changes. Differences are paid orrecovered later through arrears, corrections
and extraruns. This chapter explains each one.

E&) The arrears and correctionsregister

The Arrears & Corrections tab lists every adjustment to a finalised result with its delta and status.

WHAT YOU SEE
e Statuses: Draft , Awaitingapproval , Approvedtopay , Paid (appliedinarun), Returned , Rejected ,
Cancelled .

e Delta isthenewly due amount minus whatwas already paid, minus earlier adjustments for the same result.

e Paidin showstherunthat paidit.

HOW TO DO IT
1. Open Payroll ,then Arrears & Corrections .

2 Selectacounttab orsearchbyreference, reason orperiod.

€X) Retro arrears drafts from backdated revisions
When Compensation approves a salary change effective in a paid period, it appears at the top of the register

under Backdated salary changes to assess.

HOW TO DO IT
1, Open Arrears & Corrections .
2 Select CreateDrafts toprepare one arrears draft foreach paid period, or Calculate Arrears on oneline.
3 Openeachdraft, check the delta by component and select Submit .

4 Thecheckerapprovesitin Approvals . Itis paidinthe next regularrunoracorrectionrun.

GOOD TO KNOW
¢ Drafts already created are skipped, soyou canselect Create Drafts again safely.

HR4ON - Payroll Guide - 2 November 2026 Page 43 of 64



Correct a finalised result

Use a correction when one employee was paid wrongly in a finalised run, for example a missed allowance.

HOW TO DO IT

. Openthe finalised employee result and select Correct .

. Choose Arrears (recompute from compensation) torecompute from the approved package, or
Manual correctionline toentera Code , Linekind and Deltaamount (negativetoreduce).

. Type the Reason and checkthe preview of the delta.

‘ Select Submitfor Approval ,or SaveDraft to finishlater.

2
GOOD TO KNOW

matches.

\

HR4ON - Payroll Guide - 2 November 2026

e Submit for Approval is available only when the deltais not zero; "Nothing to adjust" means the result already

e The original payslip is kept, with alink to the revised one.
e Someone otherthanyou approves the correction.

Arrears or Correction X

Kind Reason*

Arrears (recompute fromcompensati v { Missed shift allowance for September ]

Nothing to adjust
Arrears for September 2026: recomputed gross 97,168.00 minus posted 97,168.00 minus
earlieradjustments 0.00 = 0.00 (before recomputed deductions/tax).

Basic salary Earning 20.00
Basic salary: now 46,400.00 under CMP-2026-000034 minus posted 46,400.00 minus earlier
adjustments 0.00=0.00

House rent allowance Earning 20.00
House rent allowance: now 18,560.00 under CMP-2026-000034 minus posted 18,560.00 minus earlier
adjustments 0.00=0.00

Special allowance (balancing) Eamning 20.00
Special allowance (balancing): now 32,208.00 under CMP-2026-000034 minus posted 32,208.00

minus earlier adjustments 0.00 = 0.00
Cancel [ Save Draft I < Submit for Approval ]

Page 44 of 64



&) Off-cycle, correction and final settlement runs

Besides the regular monthly run you can create extra runs for the same period.

WHAT YOU SEE

e Off-cycle : pays chosenemployees outside the regularrun, forexample a missed joiner.

e Correction (approved adjustments) : pays approved arrears and corrections without waiting for the next
month.

¢ Finalsettlement : pays aleaver's full and final settlement.

e A Reversal runiscreatedonlyby Reverserun .

HOW TO DO IT
. Select NewRun ,choose the pay group and period.

(2) Choosethe Runtype .
. Type the Reason (requiredforevery type exceptregular).
. For off-cycle and final settlement runs, type two or more letters of each employee and select Add .

. Select CreateRun ,thenlockinputs, calculate, submit and finalise as usual.

New Payroll Run
Pay group*
Monthly salaried staff - Alpha Demo (Monthly)
Period * Runtype*
Choose aperiod v Off-cycle
Pay date Optional

dd-mm-yyyy
Defaults tothe periodpay date

Reason *

Missed joiner: first menth salary

Employees *

{ kar

Karthik Subramanian ALPOOQ1S

e
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09 Final settlements forleavers

Afulland final settlement pays a leaver's last salary, encashments and other dues, and recovers what
they owe. Payroll preparesit, the payroll checker approvesit, payroll submits it and finance paysiit.

m The settlements list

Leavers appear here once their exit date is approvedin Separations.

WHAT YOU SEE

e Counttabs: All , ToPrepare , Draft , InApproval , Approved , WithPayroll , Paid .

e Columns: settlement, employee, exittype, Lastworkingday , Due , Netpayable , Disputed and Paidon .

HOW TO DOIT

1. Open Final Settlements from the Pay section.

2 Select ToPrepare toseeleaverswaitingforyou.

3 Selectaleaverto openthe settlement workbench.

My workspace
My requests
} My attendance
My profile
Family & bank
& My job history
My leave

# Myonboarding

El Mypayslips

[@ Mydocuments
® My Shifts & Holidays
3 Documents & pay
) My performance
My timesheet
My benefits
? Myassets

Mv salarv
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n O
Draft

Q Searchemployee orreference

EMPLOYEE

Manish Yadav SEP-2026-00003

ZaraKhan SEP-2026-00002

1-20f2

ctr1 K

0

InApproval
EXITTYPE Last working day
Resignation 27 Oct 2026
Contractend 11Nov 2026

0

Approved

Due
Not configured

Not configured

@ AlphaDemo @ @

w8

0 More v
With Payroll

D Columns

NETPAYABLE  SETTLEMENT

{) Not started

) Not started

Rows 20 & < Pagel/1 >
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Collect inputs and build the settlement

Collectingreads the leaver's approved data from payroll, leave, attendance, statutory, expenses and loans to

build a provisional settlement run.

WHAT YOU SEE

e Headerfacts: Type , Joined , Lastworkingday , Due , Notice servedagainstrequired, Loansoutstanding

and Assets outstanding .

e Thebarunderthe headeralways shows the next step and its button.

HOW TO DO IT
1. Opentheleaver.

2 Select CollectInputs . RunTiscreated as a provisional Draft .

GOOD TO KNOW

¢ Nothingis paid until the settlementis approved, submitted to payroll and paid by finance.

ctrl K

SEP-2026-00003 - FINAL SETTLEMENT
< Manish Yadav @ exied

8 Myworkspace
&5 Collect approved inputs to build the provisional settlement
My requests

M My attendance
LOANS OUTSTANDING 20.00  ASSETS OUTSTANDING Oitems, 1discrepancy

My profile
Family & bank
@
D My job history

My leave No settlement run yet

Collecting reads payroll, leave, attendance, statutory, expense and
My onboarding loan sources; nothing is paid until approved

My payslips

[@ Mydocuments

@ My Shifts & Holidays
3 Documents & pay
My performance
@ Mytimesheet
My benefits
P Myassets

Mv salarv
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@ AlphaDemo Q e’

aQ

TYPE Resignation JOINED 24 0ct2022 LASTWORKING DAY 27 Oct2026 opue Deadlinenotconfigured notice 56/60 days served, Waived
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What a settlement contains

Each settlement run groups the items so you can check themline by line.
GROUPS
e Earnings :salary forthe exit month up to the last working day, leave encashment, notice pay and other dues.

e Deductions andrecoveries :notice shortfall,loan and advance balances, expense advances, asset recoveries
and tax.

e Employer contributions (not deducted from pay) .

Disputed (recorded separately) :items the employee disputes; they do not block the undisputed amount.

e Information and excluded : shown forreference.

Tiles: Earnings , Deductions and Netpayable (or Recoverable whentheleaver owes money).

TIP
e Loanbalances arerecovered asdecidedin Loans & advances , ExitReview . Statutoryentitlementsare never
withheld.

€D Resolveitems, add late items and approve

Work through the provisional run, then send it for approval.

HOW TO DO IT
1) Useeachitem'smenuto Resolveandinclude , Exclude , Dispute or Remove it. Excludingordisputing
needs areason.

2 Use Runactions ,then AddApprovedInput foranapproved amountfrom outside the sources, or
Refresh From Sources afterasource changes.

3 If awarning says payrollitems arrived late, select AddLateltems .
4 Select SendforApproval . The run goes to the payroll checker( Open Approval shows the request).
5 Checker: approve orreturnitin Approvals .

6 \Whenapproved, select Submitto Payroll .

GOOD TO KNOW
e |[fanyinput changes afterapproval, the approvalis invalidated and the runreturns to draft with the reason shown.

€X) Payment, statement and late inputs

Finance pays the settlement and recordsit. You can print the statement at any time.

HOW TO DO IT
1 Finance selects RecordPayment withthe paymentreference and date once the money is paid.

2 ) Use Download PDF onthe workbench forthe settlement statement.

3 If approvedinputs arrive after payment, select CheckLate Inputs . They gointo alinked
Supplemental (off-cycle) run.
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10 Loans, benefits and expenses in payroll

Three modules send money into or out of each payslip. You do not enter these amounts; you check that
they reached the run and that they were confirmed as paid.

m Loan and advance recoveries

Loaninstalments and salary advance recoveries due in the period become payroll deductions automatically.
Reconciliation inLoans & advances compares what was due with what payroll deducted.

WHAT YOU SEE

e PayrollInputs :the recoveries payroll will deduct this period. Collecting again never deducts twice.

e Evidence :deductions postedfrom finalised payroll.

e Shortfall Ageing :instalments not fully deducted, for example because net pay was too low, by days past

due.

HOW TO DO IT

1 Open Loans & advances ,then Reconciliation .

2 Choosethe Payperiod .

3 Check Payrolllnputs beforeyoulockinputsand Evidence afterfinalising.

GOOD TO KNOW
¢ Aninstalment counts asrecovered only when finalised payroll or payment evidence is posted. Undeducted
amounts stay outstanding.

ctr1 K @@ AlphaDemo @ @

Recovery Reconciliation © @ Demo Payroll
My workspace

Q Searchpagesar

Y= Myrequests November, 2026 B
' " - 5 uc T Pavr: o
S 22049418 ® =0.00 A T20,494.18 >  %0.00 ]
LRI stalments O fully recovered Opartial - O missed .

Family & bank
Payrollnputs 8 Evidence Shortfall Ageing

9 My job history

Q Searchemployeeorloan Al Shortfall Open Recovered  Camied [ Columns
3 Myleave
Y — EMPLOYEE DUE REQUESTED DEDUCTED Shortfall  STATUS
My payslips A 30Nov2026 210494.18 2000 21049418  © Scheduled ®
T lozuments elNta Sose 30Nov 2026 210,000.00 2000 21000000  © Scheduled ®
LN-SYN-0002 #3
@ My Shifts & Holidays
1-20f2 Rows 20 ¢ < Pagel/l >

3 Documents & pay

@ Myperformance

(& Mytimesheet

My benefits

* Myassets

Mv salarv
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Benefit contributions

Accepted benefit elections create monthly payroll inputs: employee contributions deducted from pay and
employer costs. HRreleases them to payroll from Benefits.

WHAT YOU SEE

e In Benefits , Payrolllnputs shows eachinputwithits period, contribution, status and payroll run.

e Statusesinclude ToPay , Paid , Settled Outside Payroll andrecoveriesonhold.

¢ |Inthe payrollresult, benefit deductions appearunder Deductions and employer costs under

Employer contributions (notinnet) .

HOW TO DO IT

1 HRopens Benefits ,then Payrollinputs .

2 HRselects Release To Payroll forthe month.

3 Youlockorrefreshinputs so the run picks them up.

TIP

e BenefitReports , Cost compares expected contributions with what payroll took for the month.

hoN

Home

Approvals

My workspace
My requests

i My attendance
My profile
Family & bank
My job history
My leave

7' My onboarding
My payslips
My documents
My Shifts & Holidays
Documents & pay
My performance
My timesheet
My benefits

2 Mvass
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Q searchpag:

Benefits ©

Elections  Claims [ Payrollinputs ]

Q Searchsource key orreference
EMPLOYEE

AaravMehta
BEN:BEN-2026-000001:20261001 ER

KavyaRao
BEN:BEN-2026-000003:20261001:ER

Rohan lyer
BEN:BEN-2026-000005:20261001 EE

Rohan lyer
BEN:BEN-2026-000005:20261001:ER

Rohan lyer
BEN:BEN-2026-000006:20261001 ER

Meera Nair
BEN:BEN-2026-000008:20261001:ER

Arjun Kapoor
BEN:BEN-2026-000010:20261001 ER

Sneha Reddy
BEN:BEN-2026-000012:20261001 EE

Sneha Reddy
BEN:BEN-2026-000012:20261001 ER

Sneha Reddy
BEN:BEN-2026-000013:20261001:ER

Vikram Shah
BEN:BEN-2026-000015:20261001 ER

Farhan Ali
BEN:BEN-2026-000017:20261001:ER

ctrl K

Any status ~

BENEFIT

Group health insurance - Employer Contribution

Group health insurance - Employer Contribution

Group health insurance - Employee Deduction

Group health insurance - Employer Contribution

Group termlife cover - Employer Contribution

Group health insurance - Employer Contribution

Group health insurance - Employer Contribution

Group health insurance - Employee Deduction

Group health insurance - Employer Contribution

Group term life cover - Employer Contribution

Group health insurance - Employer Contribution

Group health insurance - Employer Contribution

PERIOD

010ct 2026

010¢t2026

010ct2026

010ct2026

010ct 2026

010ct2026

010ct2026

010¢t2026

010ct 2026

010ct2026

010ct2026

010¢t2026

5

2- RunExitReview

AMOUNT

2950.00

2950.00

2600.00

21,400.00

2250.00

2950.00

2950.00

2600.00

21,400.00

2250.00

2950.00

2950.00

STATUS

% Inpayrolirun

4 Inpayrolirun

% Inpayrolirun

4 Inpayrolirun

% Inpayrolirun

% Inpayrolirun

% Inpayrolirun

4 Inpayrolirun

% Inpayrolirun

% Inpayrolirun

© Inpayrolirun

4 Inpayrolirun

G Alpha Demo @ @

®|e - Reports

@ Columns
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EX) Expense reimbursements and recoveries

Finance routes each approved expense claim once: through payroll or by direct payment. Claims routed to
payroll appear as reimbursementsin the run; unrecovered travel advances can be deducted.

WHAT YOU SEE

e Reimbursements are shown separately from gross pay in the result and on the payslip.

e Afterfinalising, ConfirmPaidltems marks the claims as paidin Expenses.

GOOD TO KNOW

e Aclaimis never paid twice: if payrollincluded it, it cannot also be paid directly.

My workspace

My requests

} My attendance

) My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

3 My Shifts & Holidays

2 Documents & pay

) My performance

My timesheet

My benefits
* My assets

Mv salarv
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Q searchpage

nd features ctrl K @& Alpha Demo @ @

PR-2026-00002 - OCTOBER 2026 - ALPO0012

< PriyaSharma Faymentheld O NeedsReview [n] ) Explain Variance
@ Inputs Arrears & Corrections Payslips Reports

Payment held
No approved salary bank account is effective on the pay date 31 Oct 2026.

cross 21,02,168.00 REMBURSEMENTS ¥5,800.00 DEDUCTIONS ¥33,738.54  NETPAYABLE ¥74,229.46  EMPLOYER cOsT ¥1,07,850.00 paip pAYs 30.000f30
PRIOR NET 293,467.00

# Why the amount changed
Net-19,237 54 against 93,467.00: Employeel oan LN-SYN-0001 #3 (arrears) new -25.482.54; Quarterly performance incentive (Demo) new +5,000.00; Wellness
allowance claim BCL-2026-000001new +3,600.00; Meal card BEN-2026-000042 new -2,200.00; Eligible days 30 to 31

Components 17 Comparewith2026-09  Sourceinputs  Issues 1

E=  Earnings

o N 246,400.00
N ‘I-I‘oLuser'emallowar‘lcev - 218,560.00
< sainisilge e 220800
N Sef}t!érlyPﬁejﬂo{v:ﬁaﬁceincentive(Demo) 25,000.00

£z |Reimbursements

Reimbursementsin an employee result, shown apart from earnings.
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1T statutory and tax

Statutory & tax holds the rules for provident fund, state insurance, professional tax, labour welfare fund
andincome tax, each employee's statutory profile and tax declarations, and the returns and payments
due to authorities.

@) Compliancereadiness

Readiness tells you whether live payroll can run: every applicable scheme needs an approved, signed-off rule
pack, establishments need applicability and registrations, and every employee needs a statutory profile.
WHAT YOU SEE

e Counttabs: Openltems , Blockers , Passed , AllChecks .The page headershows LiveBlocked or
Live Ready .

e Applicable Schemes shows each scheme withits pack status.
e Use AssignOwner to give anopenitemtoaperson.
HOW TO DO IT

1 Open Statutory & tax from the Pay section.

2 Select Blockers andworkthrougheachitem.

GOOD TO KNOW
e Missing configurationis a blocker, never a silent zero.

Q Searchpagesand features ctrl K @& AlphaDemo Q @
Statutory & Tax © & Livesiocked 02-m-2026 B | S
Rule Packs Filings & Payments Proof Review Calculations Statutory Profiles Applicability Reports
My workspace
My requests A Demorule packsinuse
Calculations, projections and return previews use demo values. Nothing here is a legal value or afiling
i My attendance
) My profile @ Applicable Schemes ©
Family & bank
A Provident Fund A Employee State Insurance A Professional Tax (TS) A Labour Welfare Fund (TS)
& My job history Demo provident fund contributions Demo employee stateinsurance vl Demo prefessienal tax(TS)v1 Demo labour welfare fund(TS$)v1
s & Demo & Demo & Demo
My leave A Demo

My onboarding
A, IncomeTax

Demo income-taxwithholding
My payslips

2026-27v2
& Demo
3 Mydocuments
S My Shifts & Holidays
) A 8 © 5 < 14
} Documents & pay Openitems Bicickars Passed sl
P My patioumance Statutory profiles

® Blocker [ | &
1employee has no statutory profile: PF/ESI membership is unresolved

My timesheet

My benefits Alpha Demo payroll establishment: ESI-EMP registration ESI
No ESI-EMP registration recorded in Organisation

@ Blocker g &

® Myassets

Mv salarv Alpha Demo payroll It PT-REG regi i PT

i ®Blocker [ &
No PT-REG registration recorded in Organisation
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Rule packs

Arule pack holds therates, ceilings and rules of one scheme for a period, forexample provident fund

contributions orincome-tax withholding for a tax year.

WHAT YOU SEE

e Counttabs: All , Drafts , InApproval , Approved , Live ,andunder More , Demo and Superseded

e Fachpack shows scheme, jurisdiction, version, effective period, validation and status.

¢ Demo packs are for previews and simulations only, never for real payroll.

HOW TO DO IT
1 Open Statutory & tax ,then Rule Packs .

2 Selectapacktoopenit.

ctrl K

(aeraca)

Readiness Rule Packs Filings & Payments Proof Review Calculations Statutory Profiles Applicability
My workspace
My requests 5] 0 o® 0 © 7. & 0
Drafts InApproval Approved Live
i My attendance
Q Searchcode, name oryear =% Filters B Any date
My profile
Famlly&bank Rule Pack JURISDICTION Period Version
Demo employee state insurance
My job history IN-ES! - Employee State Insurance IN 01Apr2020 onwards vi
My leave Demoiincame-tax withholding 2026-27 IN-2026-27 01Apr2026to 31 Mar 2027 v
IN-IT - Income Tax
My onboarding " " "
Demo income-tax withholding 2025-26 IN.2025-26 O1Apr2025 to 31 Mar 2026 vi
IN-IT - Income Tax
My payslips
Demo labour welfare fund (TS)
My documents IN-LWF-TS - Labour Welfare Fund INSTS Olapr2n20.enwards w
S My Shifts & Holidays D T conuibutions N 01 Apr2020 to 31Aug 2026 v
3 Documents & pa; i ibuti
pay Demo provident fund contributions N 01Sept 2026 onwards v
IN-PF - Provident Fund
My performance .
Deimo protesslonal tax (1) IN-TS 01Apr2020 onwards v

My timesheet

My benefits

IN-PT-TS - Professional Tax

1-70of 7

P Myassets

Mv salarv
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@ AlphaDemo Q @

Reports

VALIDATION

Passed

Passed

Passed

Passed

Passed

Passed

Passed

Rows 20 <

+ NewPack

I Columns
Status

A Demo
A Demo
A Demo
A Demo
& Demo
A& Demo
A4 Demo

< Pagel/l >
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Inside arule pack: preview, sign-off and new versions

The pack page shows its rules, wage definition, sources and versions, and lets you preview a calculation.

WHAT YOU SEE

Tabs: Rules , Examples & Validation , Preview , Sources & Filing , Changes & Notes and Versions & Impact .

The facts line shows the scheme, effective dates, who prepared it, the reviewer and whetheritis signed off.
e Preview calculates sample amounts. Previews never save anything.

e  Official Sources needs alink ordocument and the date it was reviewed.

HOW TO DO IT
1 Payrollmakers create adraft with New version , edititand select Validate .

2 Select SubmitForApproval .

3 Checker: thereviewerrecords Sign Off with evidence, thenapprovesit.

GOOD TO KNOW
e Apackusedforlive payroll must be approved and signed off by someone other than the person who preparedit.

O Sarctipages afd testuras cer K @ AphaDemo @ @

IN-PF - V1- ALPHA DEMO
< Demo provident fund contributions 2 pemo e &

My workspace
A Demo values: never usable for live payroll or filing, whatever the status.
My requests
i\ My attendance scHEME ProvidentFund JurisoicTion IN  eFFecTIVE O1Apr2020to 31Aug2026 FraMEWORK Demo framework seLecTep By SplitByDays PREPARED BY Notset

REVIEWER Notset siGN-oFF Notsignedoff usep sy 16 calculations
My profile

Family & bank @ Examples & Validation 3 [ Preview ] Sources&Filing ~ Changes&Notes  Versions & Impact 2

D My job history RULE PARTY FORMULA PARAMETERS ROUNDING

My leave Employeecontribution ~ Employee  Percent Of Base 10% - ceiling 20,000 - PFmembers - opt-in above ceiling Half Away From Zero to 1
PF_EE

My onboarding

Employerpensionshare ~ Employer  PercentOf Base 7% - ceiling 20,000 - PF members - below age 58 Half Away FromZero to 1
F_PENSION
My payslips B N
Employer fund share Employer  PercentOf BaselessRules  10%- ceiling 20,000 - less PF_PENSION - PF members - opt-in above ceiling  Half Away FromZerotol
[ Mydocuments PE_ER

@ My Shifts & Holidays
) Documents & pay

My performance

& Mytimesheet

My benefits

P Myassets

Mv salarv
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@X) Statutory profiles and applicability

Each employee needs a statutory profile: PF membership, ESInumber or exemption, PAN and work state.
Applicability says which schemes apply to each establishment.

WHAT YOU SEE

e Counttabs: All , Missing , PFMembers , Unverified ,and more under More (forexample Verified ,

e Numbers are stored securely and shown masked; Reveal isrecorded.

Opt-outs , Above Ceiling ).

e Select Verify onceaprofileis checkedagainst documents.

HOW TO DO IT

1

2

3

HR4ON - Payroll Guide - 2 November 2026

Open Statutory & tax ,then Statutory Profiles .

Select Missing and complete each profile.

Open Applicability to check schemes perestablishment.

GOOD TO KNOW

e Amissing profile blocks live payroll for PF and ESI.

My workspace

My requests

i Myattendance

) My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

3 My Shifts & Holidays

3 Documents & pay

My performance

My timesheet

My benefits

® Myassets

Mv salarv

Q Searchpage

Statutory Profiles ©

Readiness

Q Searchemployee

EMPLOYEE

AaravMehta
ALPOQQO1

KavyaRao
ALPO0002

Rohan lyer
ALPO000O3

Meera Nair
ALPO0004

Arjun Kapoor
ALPOQ0OS

Sneha Reddy
ALPOO006

Vikram Shah
ALPOQ0O7

Farhan Ali
ALPOOO0OS8

LakshmiMenon
ALPOQ0OY?

Neha Joshi
ALPOOO10

Sanjay Verma

Rule Packs

nd features Cfel K

Filings & Payments Proof Review

A 1 o
Missing

ESTABLISHMENT

Alpha Demo payroll establishment - TS

Alpha Demo payrell establishment - TS

Alpha Demo payroll establishment - TS

Alpha Demo payrell establishment - TS

Alpha Demo payroll establishment - TS

Alpha Demo payrell establishment - TS

Alpha Demo payroll establishment - TS

Alpha Demo payrell establishment - TS

Alpha Demo payroll establishment - TS

Alpha Demo payrell establishment - TS

Alpha Demo payroll establishment - TS

Calculations Statutory Profiles Applicability

16

PFMembers

eeee 7919

e 5838

seee 3757

eees 1676

esee 9595

eees 7514

eaee 5433

eees 3352

seee 1271

e 9190

seee 7109

= Unverified

ES|

By coverage rule

By coverage rule

By coverage rule

By coverage rule

By coverage rule

By coverage rule

By coverage rule

By coverage rule

By coverage rule

By coverage rule

By coverage rule

Reports

& Alpha Demo @ @

More

«2+ 001D

000 002G

*2+003)

«004M

«005P

+ee 006

« 007V

+e¢ 008Y

+2+ 0098

+¢ O10E

ees O11H

[ Columns

STATUS

@ Verified

© Verified

@ Verified

@ Verified

@ Verified

© Verified

@ Verified

© Verified

@ Verified

© Verified

@ Verified
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@) Taxregimes, declarations and proof review

Employees choose a taxregime, declare investments and later upload proofs. Payroll reviews the proofs; the
accepted amounts drive tax withholding.
WHAT YOU SEE

e ProofReview hastwoviews, Proofs and Declarations . Proof counttabs: ToReview , Accepted |,
Partly Accepted , Rejected and All .

e Declared, proven and accepted amounts stay separate.

e The employee tax page shows the regime, declarations, Estimated AnnualTax , Monthly Withholding and
Already Paid , witha TaxExplanation .

HOW TO DO IT

(1) Open statutory & tax ,then ProofReview , and select ToReview .

. Open aproof andits evidence.

. Select Accept , PartlyAccept (enterthe Accepted Amount )or Reject .Partialacceptance andrejection
need areason.

GOOD TO KNOW
¢ The employee sees the changed eligible amount and the new withholding.

Proof TXP-2026-00002 X
(@ InReview A PriyaSharma

CATEGORY TAX YEAR

Investments and savings 2026-27

DECLARED CLAIMED BY THIS PROOF

21,00,000.00 240,000.00

ACCEPTED SUBMITTED

Not set 220ct2026,7:43pm

DESCRIPTION REVIEWED BY
Demo evidence Not set

Reject Partly Accept
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@) Statutory calculations

Calculations works out statutory deductions and tax for one employee and period, so you can check a figure

before orafterthe run.

HOW TO DO IT
1 Open Statutory & tax ,then Calculations .

2 Findthe employee, choose the Wage Period and Preview or Live Check .
3 Turnon Recordtheresult only when the result should be kept; recorded results cannot change.

4  Select Calculate andreadtheresultandany blockers.

GOOD TO KNOW
e Live modeisblocked forany scheme whose packis demo or not signed off.

Q Searchpages and features ctrl K & AlphaDemo @ @
Calculations © =
Readiness Rule Packs Filings & Payments Proof Review Calculations Statutory Profiles Applicability Reports
My workspace
= Myrequests E Run 4 Result
B My attendance .
Find Employee Choose an employee and period, then calculate
P Myprofile Name ornumber
Family & bank Employee *
My job history Choose v
My leave ‘Wage Period *
) November, 2026 o |
My onboarding \ )
My payslips Preview  Live Check
My documents Record the result
Recorded results areimmutable and
@ My Shifts & Holidays feed returns and the withholding ledger.
). My performance
Q Searchreference D Columns
My timesheet
My benefits EMPLOYEE PERIOD GROSS EMPLOYEE DEDUCTIONS TAX  MODE
Farhan Ali
D) Myassets ey basaEs 2026-09 $56,947.00 22,680.00 2000 A& Preview
My salare ishitsifose 2026-09 260,470.00 22,680.00 2000 & Preview

5C-2026-000032

Aditya Gupta

2026-09 256,947.00 22.680.00 20.00 & Preview
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Statutory returns and payments: PF, ESI, PT, TDS

Filings & Payments lists each obligation fora scheme and period: the return, its due date, the liability and
payments made.

WHAT YOU SEE

e Counttabs: All , Open , NotFiled , AwaitingAck , Overdue ,and moreunder More .Switchbetween

Returns and Due Calendar .

e Returnand challanfiles are previews: HR4ON never files anything with an authority.

e Areturn counts as filed only when the authority acknowledgementis recorded. Payments are separate

evidence.

HOWTO DO IT

1

2

Select Generate to create obligationsfora period.

Openanobligationandselect Prepare tovalidate and generate the return preview fromthe period's final

calculations.

Download the preview and file it on the authority's portal.

Select Record Submission ,then Record Acknowledgement when the authority acceptsit.

Finance records the challan with Record Payment .

My workspace

My requests

i Myattendance

) My profile

Family & bank

© Myjob history

My leave

My onboarding

My payslips

3 Mydocuments

® My Shifts & Holidays

2 Documents & pay

) My performance

My timesheet

My benefits

? Myassets

Mv salarv
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Q searchpagesand

Filings & Payments ©

Rule Packs Filings & Payments Proof Review

Readiness

Al

Q Searchreference or period

Return

Provident Fund
OBL-202611-0001 - dema

Employee State Insurance
OBL-202611-0002 - demo

Professional Tax
OBL-202611-0003 - demo

Employee State Insurance
OBL-202610-0002 - demo

Provident Fund
OBL-202610-0001- demo

Professional Tax
OBL-202610-0003 - demo

Provident Fund
©OBL-202609-0001 - demo

Income Tax
OBL-202609-0004 - demo

Professional Tax
OBL-202609-0003 - demo

Emplovee State Insurance

ctrl K

~ 13 0

~ Open

NotFiled

3% Filters & Anydate

JURISDICTION

Alpha Demo payroll establishment

Alpha Demo payroll establishment

Alpha Demo payroll establishment (TS)

Alpha Demo payroll establishment

Alpha Demo payroll establishment

Alpha Demo payroll establishment (TS)

Alpha Demo payroll establishment

AlphaDemo

Alpha Demo payroll establishment (TS)

Calculations

Period

2026-11

2026-11

2026-11

2026-10

2026-10

2026-10

2026-09

2026-09

2026-09

Statutory Profiles

(1]

Awaiting Ack

Due

15Dec 2026

15 Dec 2026

10 Dec 2026

15 Nov 2026

15Nov 2026

10 Nov 2026

150ct 2026

300Qct2026

10 Oct2026

Applicability Reports
7
Overdue
Lisbility ~ STATUS
20.00 <} Open
20.00 ) Open
20.00 < Open
20.00 {) Open
20.00 < Open
20.00 ) Open
20.00 < Open
20.00 ) Open
20.00 <} Open

@@ AlphaDemo @ e

More

23 Unpaid

{3 Unpaid

3 Unpaid

3 Unpaid

3 Unpaid

7 Unpaid

& Overdue

& Overdue

& Overdue

[ Columns

{3 Unpaid
3 Unpaid

{3 Unpaid
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@E) Anobligationin detail

The obligation page keeps the return versions, the payment evidence and the history.

WHAT YOU SEE

e Tiles: Liability , AcceptedReturn and Paid .

e ReturnVersions and Payments keep everyversionand payment.

¢ Obligations from demo rule packs are previews only: submission, acknowledgement and payment cannot

berecorded.

HOWTO DO IT

1. Openanobligationfrom Filings & Payments .

2 Select Prepare ,then Downloadpreview forthereturnfile.

3 Recordsubmission, acknowledgement and payment as they happen. Use Start Amendment fora

correctedreturn.

GOOD TO KNOW

e Banksuccessalone never proves acceptance of areturn.

8 Myworkspace
My requests

i\ My attendance
My profile
Family & bank

D My job history
My leave
My onboarding

My payslips

[@ Mydocuments

3 My Shifts & Holidays
3 Documents & pay
My performance
® Mytimesheet
My benefits
P Myassets

Mv salarv
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ctrl K

OBL-202611-0001 - ALPHA DEMO PAYROLL ESTABLISHMENT

< ProvidentFund 2026=11 < Open < Unpaid A Simulation

@ AlphaDemo Q e’

=

& Demo obligation (demo or unapproved rule pack): preview only; submission, acknowledgement and payment evidence cannot be recorded.

Validate and generate the return preview from the final calculations of the period

PERIOD 2026-11  pue 15Dec2026 rpueruLe 15thof the following month (Demorule)  EvpPLOYE

Liability Aceepted Return

B 20.00 @ 20.00
Not filed: no acknowledgement recorded. A generated file is not a filed return

B ReturnVersions

Notpreparedyet

& Payments ()

No payment recorded

es O ruLepack Demo provident fund contributions v2

Paid

= 30.00
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12 payrollreports

Reports use posted payroll results and balances within your access. Use them to reconcile each runand
to answer audit questions.

Payrollregister

The register totals arun by component and by employee and tells you whetheritreconciles.
WHAT YOU SEE

e Tiles: Gross , Deductions , Net , Employercost and Reconciled .

e Bycomponent and Byemployee lists.

HOW TO DO IT

1. Open Payroll ,then Reports .

2 Choosetherunintherunlist.

3 Select DownloadPDF or CSV toexport.

ctrl K @ AlphaDemo @ @

Q searchpage
PayrollReports ©

Runs  Inputs  Amears&Corrections  Payslips

My requests Variance & exceptions YTDbalances Reconciliation PR-2026-00002 - October 2026 - Regular v e <

i My attendance Showing PR-2026-00002 - October 2026 (Calculated)

My workspace

) My profile

e Gross 8 Deductions © Net = Employer cost o Reconciled
Family & bank 220,39,307.66 22,55,462.45 <18,29,125.21 221,54,840.36 Yes
My job history
0 Bycomponent
My leave
Basic salary Earning - 19 39,65,369.26
My onboarding
House rent allowance Earning - 19 33,86,146.60
My payslips
Quarterly performance incentive (Demo) Earning - 1 25,000.00
My documents
Specialallowance (balancing) Earning - 19 36,82,791.80
® My Shifts & Holidays
Wellness allowance claim BCL-2026-000001 Reimbursement -1 23,600.00
) Documents & pa:
it Expense claim EXP-2026-000003 Reimbursement - 1 21,200.00
LR Meal reimbursement Reimbursement - 19 240,480.00
Elvitkpeshect Group healthinsurance BEN-2026-000012 Em Deduction- & 314,838.91
My benefits Employee contribution (simulation) Employee Deduction - 1 2188.00
» Myassets SalaryAdvance LN-SYN-0002 #2 Employee Deduction - 2 335,482.54
Mv salarv Employee contribution (simulation) Employee Deduction- 17 240,040.00
Collapse Professional tax (simulation) Employee Deduction - 18 23,160.00
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Variance, exceptions and year-to-date

Three more payroll reports help with review and year-end.

WHAT YOU SEE

e Variance & exceptions :everyissue of the run withits source.

e YTDbalances :year-to-date gross, deductions, net and tax per employee; type ataxyearsuchas 2026-27 .

e Reconciliation :results netagainst net pay liabilities, paid, pending and failed amounts, and the journal
summary.

HOW TO DO IT
1 In Reports ,selectthe tab youneed.

Q Ssearchpagesa

ctrl K @ AlphaDemo @ @

PayrollReports ©

Runs Inputs Arrears & Corrections Payslips
My workspace

My requests Register Variance & exceptions YTD balances [} PR-2026-00001- September 2026 - Regular

My attendance Showing PR-2026-00001- September 2026 (Finalised)
My profile
Net payable -
: Results net 218.33,508.89 Failed Journal
Famey & bane & 218,33,508.89 &) .. © =0.00 D 3000 % Balanced

Pending 20.00

My job history

Myleave Journal summary ready for Salary disbursement posting (not posted: accounting integration pending)

Deductions posted 21,94,079.00 against liabilities 21,94,079.00; employer contributions 284,108.73 against 284,108.73

My onboarding

D Journal summary

My documents " ,
Salary expense: Basic salary EXP-SALARY-E 294112343
My Shifts & Holidays Salary expense: House rent allowance EXP-SALARY-HRA 3376,448.10
Documents & pay Salary expense: Leave encashment (EL) EXP-SALARY-LEAVE_ENCASH ¥1.555.53
My performance Salary expense: Special allowance (balancing) EXP-SALARY-SPECIAL %6,71,867.50
My timesheet Reimbursement expense: Meal reimbursement EXP-REIMB-MEAL 236,593.33
Employer cost: Employer contribution (simulation) EXP-EMPLOYER-ESI_ER 2358.00
My benefits
Employer contribution payable: Employer contribution (simulation) LIA-EMPLOYER-ESI_ER 2358.00
My assets
Employer cost: Gratuity provision EXP-EMPLOYER-GRATUITY 45,267.73
Mv salarv
Employer contribution payable; Gratuity provision LIA-EMPLOYER-GRATUITY 345,267.73
Employer cost: Employer fund share (simulation) EXP-EMPLOYER-PF_ER 211,545.00
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Statutory reports

Statutory & tax reportsreconcile statutory amounts with payroll and track unfiled returns.

WHAT YOU SEE

e Reconciliation , Unfiled & Rejected , ProofDifferences and PackImpact

e Demorows come from demo rule packs and are never filings.

HOW TO DO IT

1 Open Statutory & tax ,then Reports

2 Choose areport, period and company, then Download CSV if needed.

My workspace

My requests

My attendance

My profile

Family & bank

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits
My assets

Mv salarv
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Q searchpagesa ctrl K
Compliance Reports ©
Readiness Rule Packs Filings & Payments

Proof Differences [ Unfiled & Rejected ] Pack Impact

Showing all periads - one row per retum
< Returns Payroll Stal y
€ 13 i 32,98,766.00

PF-2026-1

OBL-202611-0001

PT-2026-11

OBL

PF-2026-10
OBL-20

ESI-2026-10
OBL

PF.2026-09

OBL-202609-0001- Alpha Demo payroll establishment

ESI-2026-09

OBL-202609-0002 - Al

phaDemo payroll est

PT-2026-09
OBL-20:

09-0003 - Aipha Demo payroll establishment

TNR . 2N24_N0

Proof Review

Caleulations

@

Statutory Profiles

AcceptedReturns

<0.00

Payroll 20.00

Payroll 20.00

Payroll 20.00

Payroll 20.00

Payroll20.00

Payrol 20.00

Payroll 376,966.00

Payroll3478.00

Payroll 22,880.00

Applicability

Paid
20.00

Liability 30.00 Filed 30.00 Paid30.00

Liability 30.00 Filed 30.00 Paid30.00

Liability 20.00 Filed 20.00 Paid 20.00

Liability 20.00 Filed 20.00 Paid 20.00

Liability 20.00 Filed 20.00 Paid20.00

Liability 30.00 Filed 20.00 Paid 20.00

Liability 30.00 Filed 30.00 Paid30.00

Liability 30.00 Filed 20.00 Paid30.00

Liability 20.00 Filed 20.00 Paid 20.00

@& Alpha Demo @ @

Not Recenciled

B 13

Simulation
Simulation
Simulation
Simulation
simulation
Simulation
Simulation
Simulation

Simulation

Not filed

Not filed

Not filed

Not filed

Not filed

Not filed

Not filed

Not filed

Not filed
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A Words used in this guide

Arrears
Money owed for an earlier period, usually from a backdated salary change, paidin alaterrun.

Checker
The independent person who approvesinputs, arrears and payroll runs prepared by the maker.

Correctionrun

An extrarunthat pays approved arrears and corrections without waiting for the next month.

CTC

Costto company: the annual cost of an employee, including employer contributions. Not take-home pay.
Cutoff

The last date forinputs to be includedin a period's regular run.

Delta

The difference between what is now due and what was already paid.

Employer contribution
An amount the company pays on top of salary, such as provident fund. Not deducted from pay.

Final settlement
Fulland final payment to a leaver: last salary, encashments and dues, less recoveries.

Finalise
Postarun'sresults and liabilities permanently. Finalised runs never change.

Held payment
A calculated payment that is not offered for transfer until finance releasesiit.

Liability
An amount a finalised run owes to an employee, an authority or another party.

Lockinputs
Take a snapshot of whois paid and which approved inputs are used, and check readiness.

Loss of pay
Unpaid days that reduce salary, from unpaid leave or absence.

Maker
The personwho prepares and calculates payroll.

Off-cyclerun
Arunforchosen employees outside the regular monthly run.

Pay group
A group of employees paid on the same frequency, calendarandrules.

Payment blocker
Anissue thatlets pay be calculated but holds the payment, such as a missing bank account.

Proration
Paying part of an amount for part of a period, such as ajoiner's first month.

Reversal run
Arunthatundoes afinalised run;itis approved and finalised like any other.
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Rule pack
The versioned rates and rules of one statutory scheme for a period.

Stale inputs
A source changed after the snapshot; refresh the inputs and recalculate.

Statutory profile
An employee's statutory memberships and numbers, such as PF and ESI.

Variance

Achangeinnet pay against the previous period above the company threshold.

Variable input
A one-off amount such as anincentive, deduction or overtime hours.
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