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Lesson 4:  Income Tax Reports 
 
 
 
 
 
 
 
 
 
 
 
 
 

Tally.ERP 9 helps to generate the following Income Tax reports for Employer and Employees: 
      Computation Report 
      Salary Projection 
      Challan Reconciliation 
      Returns 

 Form 16 
 Form 12BA 
 ITR-1 

      Exception Reports 
 PAN Not Available 
 Other Records 
 TDS Variance 

 
 

4.1 Computation Report 
 

The Computation Report displays the Employee wise Income Tax Computation details in the 
Form 16 format. Along with the Total Tax payable, it also displays the balance tax payable, tax 
already paid and tax amount to be deducted in the subsequent month. 

 
 

Tally.ERP 9 provides the flexibility to configure the Pay Heads or add the declaration/proof 
amounts by pressing Ctrl+Enter on the required Income Tax Component. 

 
 

To view the Income Tax Computation report, 
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Income Tax > 
Computation 
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Employee selection screen is displayed as shown: 
 

 
 

Figure 4.1  Employee Selection screen 
 

      Select the required Employee and press Enter 
The Computation report for the respective Employee is displayed as shown: 

 

 
 

Figure 4.2  Income Tax Computation report 
 

The above report displays the Employee details on the top of the screen, on the right hand top 
corner it gives the overall Tax deduction snapshot. In the remaining report each Income Tax 
Component values are displayed. 
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You can click Ctrl+Enter on any of the Income Tax Component shown in italics. The relevant 
button gets highlighted only when the cursor is on the relevant income Tax Component as shown: 

 

 
 

Figure 4.3  Income Tax Computation 
 
 

By default the Computation report displays only relevant Income Tax Computations as per the 
applicability. 
To view the all the Income Tax Components, 

      Press F3 or click on F3: Show all button from Income Tax Computation screen 
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The Computation screen with all components is displayed as shown: 
 

 
 

Figure 4.4 Income Tax Computation sheet with all Components 
 

By default the above screen displays the Income Tax Computation based on the Declaration sub- 
mitted. To change the computation based on the actual proofs submitted, 

      Press F5 or click on F5: Proof Value button from Income Tax Computation screen 
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The IT computation based on Proof Values is displayed as shown: 
 

 
 

Figure 4.5  Tax Computation based on Proof Value 
 

You can also view the Computation for each Income Tax Component by pressing Enter on the 
respective component. 

 
 
 
 

The display for computation for each individual component can be seen only for 
those items which have the declared/proof values. This report will help you to under- 
stand the actual computation that is carried in the background. 

 
 
 

To view the detailed computation for House Rent Allowance, 
  Bring the cursor on press F5 or click on F5: Proof Value button from Income Tax Computa- 

tion screen 
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The HRA Computation screen appears as shown: 
 

 
 

Figure 4.6 HRA Computation 
 
 

4.1.1 Salary Projection 
 

The Salary Projection report provides the details of the Earnings and Deduction Pay Head values 
which are considered for Income Tax for a selected Employees. It provides the projection for 
twelve months and displays the actuals if payroll is already processed for any given month. 

 
 

To display the Salary Projection report, 
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Income Tax > 
Salary Projection 
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      Select the required Employee and press Enter 
 

 
 
 
 

4.2 Challan Reconciliation 
Figure 4.7 Salary Projection 

 

All the Income Payment Challan details can be reconciled from one single menu known as 
Challan reconciliation. 
To reconcile Challan details, 
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Income Tax > 
Challan Reconciliation 
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The Challan Reconciliation screen is displayed as shown: 
 

 
 

Figure 4.8  Challan Reconciliation 
 

      Press F5 to reconcile and specify the updated Challan details 
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The completed Challan Reconciliation screen appears as shown: 
 

 
 

Figure 4.9  Challan Reconciliation 
 

      Press Enter to accept the updated details 
 
 

4.3 Returns 
The following Income Tax returns can be generated from Tally.ERP 9: 

      Form 16 
      Form 12BA 
      ITR-1 

 
 

4.3.1 Form 16 
 

Form 16 is the Certificate issued for tax deducted at source from income chargeable under the 
head Salaries. 
To view the Form 16, 
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Income Tax > 
Returns > Form 16 

      Select the required Employee from the List of Employees and press Enter 
      Specify the following details: 

 Name: Specify the name of the person responsible for Income Tax Deduction. 
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 Son/Daughter of: Specify the father’s name for the TDS Deductor 
 Designation: Specify the designation of the person responsible for TDS Deduction 
 From: By default displays 1-4-2010 which can be changed. 
 To: Enter the To date (by default it will be 31.03.2011) 
 Challan Date Till: In this field enter the date to consider the challan payments made. 
 Type of Copy: Specify Original or Duplicate as required 
 Place: Enter the name of the Place (e.g. Bangalore) 
 Date of Printing: Specify the Date of issue of Form 16 
 Quarter/Acknowledgement: Mention the acknowledgement number of the TDS 

returns filed against the appropriate Quarter. 
 CIT (TDS) Details: In this section enter the address of the Commissioner of Income 

Tax having jurisdiction for TDS deduction for the assessee. 
Address: Enter the address of the commissioner office 
City: Mention the City name 
Pin Code: Enter the PIN Code. 

The completed Print Configuration screen for printing Form 16 is displayed as shown: 
 

 
 

Figure 4.10  Form 16 - Print Configuration screen 
 

      Press Enter to print Form 16 for the selected Employee 
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The printed Form 16 is displayed as shown: 
 

 
 

Figure 4.11  Form 16 - Page 1 
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Figure 4.12  Form 16 - Page 2 
 

Similarly, you can print the Form 16 for all the Employees. 
 
 

4.3.2 Form 12BA 
 

Form 12BA is the statement displaying the particulars of perquisites, other benefits or amenities 
and profits in lieu of salary with value thereof. 
Form 12BA can be printed from the following menu: 
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Income Tax > 
Returns > Form 12BA 

 
 

In this book, printed Form 12BA is not shown as the perquisites are not handled in the case study. 
 
 

4.3.3 ITR-1 
 

Tally.ERP 9 also allows you to print or email the Form ITR-1 which are used to file the Income Tax 
return. Similar to Form 16, ITR-1 is also printed separately for each employee. 

 
 

To generate the form ITR-1, 
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Income Tax > 
Returns > ITR-1 
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      Select the required Employee from the List of Employee and press Enter 
The Print Configuration screen for ITR-1 is displayed as shown: 

 

 
 

Figure 4.13 Print Configuration for ITR-1 
 

      Press Enter to print the ITR-1 
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The printed ITR-1 form is displayed as shown: 
 

 
 

Figure 4.14  ITR-1 Page 1 
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Figure 4.15  ITR-1 Page 2 
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Figure 4.16  ITR-1 Page 3 
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Figure 4.17  ITR-1 Page 4 
 

 
 

4.4 Exception Reports 
The following Exception Reports for Income Tax can be generated in Tally.ERP 9: 

 PAN Not Available 
 Other Records 
 TDS Variance 

You can get the required information from the above reports to get the correct Income Tax Com- 
putation details. 
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4.4.1 PAN Not Available 
 

For correct Tax computation, its necessary that you specify the PAN number for all the Employ- 
ees. The tax will be computed at higher rate if the PAN number for the Employee is not provided. 
You can check the information of Employees for whom the PAN is not provided from PAN Not 
Available screen. 

 
 

Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Income Tax 
Reports > Exception Reports > PAN Not Available 

 
 

The PAN Not Available report is displayed as shown: 
 

 
 

Figure 4.18 PAN Not Available -1 
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      Press F5 (F5: All Items) to view all the Employees PAN details a shown: 
 

 
 

Figure 4.19  PAN Not Available - All Employees 
 

      Specify the PAN Details for all the Employees for which PAN is not entered 
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The completed PAN Not Available screen is displayed as shown: 
 

 
 

Figure 4.20  Completed PAN Not Available screen 
 

      Press Enter to save the details. 
 
 

4.4.2 Other Records 
 

The other Records report displays Employee’s personal details, contact details and Bank details. 
To view Other Records for Employees, 
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Income Tax 
Reports > Exception Reports > Other Records 
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The Employee Other records report is displayed as shown: 
 

 
 

Figure 4.21  Employee Other Records 
 

You can scroll on the right side to view the remaining details. 
 
 

4.4.3 TDS Variance 
 

The TDS Variance report provides the Details of TDS amount which is actually payable for not 
paid for any of the Employees Groups or all Employees. This will provide the useful information 
to the Employer to ensure that the remaining amount is recovered by the Employer in the subse- 
quent months. 

 
 

To view the TDS Variance report, 
 
 

Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Income Tax 
Reports > Exception Reports > TDS Variance 

      Select the required Employees or All Employees and press Enter 
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The TDS Variance report for all the Employees is displayed as shown: 
 

 
 

Figure 4.22  TDS Variance report 
 

The Variance report displays the Actual TDS amount collected in each month and month wise 
variable amount. 

 
 

For more details on usage and description of each field, refer to Help file (Tally.ERP 9 Reference 
Manual). 


