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Preparation of Payroll
Prepare Payroll of the following employees from the given details

Name Basic Pay PF Loan

SRINIVAS 75000 15000

HUSSAIN S.K 77000 18000

NAVEENKUMAR 62000 11000

BHAGYALEKSHMI 55000 0

HASHIR 50000 12000

BINURAJ V.K 48000 15000

JOSE ANTONY 45000 10000

REMADEVI P.S 67000 0

RAJKUMAR 39000 8000

SATHEESHKUMAR.V 35000 5000

Additional Information

1. DA – 10% of Basic pay

2. HRA – Rs.1750 for employees Basic pay greater than Rs.52000, for others Rs.1500.

3. TA – Rs.500 per employees

4. PF Subscription – 10% of Gross pay

5. TDS – 20% of Gross pay
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AIM                                                                                                                                         

To prepare payroll of employees with given details by using LibreOffice Calc 
spreadsheet

PROCEDURE                                                                                                                     

Step 1 : Open LibreOffice Calc spreadsheet
Applications → Office → LibreOffice Calc 

Step 2 : Enter the Title “Payroll of Employees” in the cell A1
Step 3 : Enter the following Labels in respective cells

A2-NAME, B2-BASIC PAY, C2-DA, D2-HRA, E2-TA, F2-GROSS SALARY, 
G2-PF SUBSCRIPTION, H2-PF LOAN, I2-TDS, J2-TOTAL DEDUCTIONS, 
K2-NET SALARY

Step 4: Enter the Name of Employees  from cells A3 to A12 
Step 5: Enter Basic pay of each employee from cells B3 to B12
Step 6 : In the cell C3, enter the formula, =B3*10% and press ENTER key. Drag the 
formula down up to C12 cell to find the DA amount of remaining employees.
Step 7: Enter In the cell D3, enter the formula, =IF(B3>52000,1750,1500) and 
press ENTER key. Drag the formula down up to D12 cell to find the HRA amount of 
remaining employees.
Step 8: Enter the TA value Rs.500 in respect of each employee from cell E3 to E12
Step 9: In the cell F3, enter the formula, =SUM(B3:E3) to calculate Gross Salary of 
the first employee and press ENTER key. Drag the formula down up to F12 cell to 
find the Gross Salary of remaining employees. 
Step 10: In the cell G3, to find out PF Subscription, enter the formula, =F3*10% 
and press ENTER key. Drag the formula down up to G12 cell to find the PF amount 
of remaining employees.
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Step 11: Enter the PF Loan amount as given in question in respect of each employee
from Cell H3 to H12.
Step 12: To calculate the value of TDS, in the cell I3, enter the formula, 
=F3*20%and press ENTER key. Drag the formula down up to I12 cell to find the 
TDS amount of remaining employees.
Step 13: To calculate the Total deductions, in the cell J3, enter the formula, 
=SUM(G3:I3)and press ENTER key. Drag the formula down up to J12 cell to find the
Total deductions of remaining employees.
Step 14: Finally, to calculate the NET SALARY, in the cell K3, enter the formula, 
=F3-J3 and press ENTER key. Drag the formula down up to K12 cell to find the NET 
Salary of remaining employees.

OUTPUT 

harikumarmavelikara7@gmail.com
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