
Payroll Statements 

A payroll statement is a list that contains details of the salaries and the wages paid out to the 

employees of an organization for a specific period of time. The list of employees, the 

amounts paid out to them, and the deductions made would ideally be included in a payroll 

statement. 

In general a Payroll Statement includes the data of the employees of an organization. It 

includes details like  

 Employee Name 

 Category 

 Basic Pay 

 Allowances 

 Taxes 

 Deductions 

 Net Salary etc. 

Question: 

A Company pays the salaries of the employees on the basis of certain categories. The 

gross salary of the employees is calculated as Basic + Dearness Allowances + HRA + TA + 

CCA. The GPF and IT are the two deductions.  

 Dearness Allowances is 56% of basic, HRA is 20% of Basic (HRA is calculated only if the 

employee receives it else it will be 0),  

GPF is 10% of gross and IT is 8% of gross. 

Rules for payment of Basic, TA and CCA are as under 

Category Basic TA CCA 

A 55,000/- 15,000/- 2,500/- 

B 50,000/- 12,000/- 2,000/- 

C 45,000/- `10,000/- 1,500/- 

  

Calculate the net Salary using worksheet. 

Solution: 



As it can be seen that the employees are categorized in three groups, namely A, B and C. Basic 

Salary, TA and CCA are paid, based on these categories. So firstly create the category table in 

worksheet. 

  



Next we need to check whether HRA is to be paid or not, Calculate Gross, GPF, IT, Total 

deduction and Net. For that create the spreadsheet as shown below: 

 

 
 

You need to put only three values  

1) Name 

2) Category 

3) Is HRA to be paid or no (Yes/No) 

Rest must be calculated automatically. Put values to these three fields.  

 

 To Calculate Basic, TA and CCA:  

To Calculate Basic you will have to use VLOOKUP function. VLOOKUP is an 

Excel function to look up data in a table organized vertically. Syntax for VLOOKUP 

Function is =VLOOKUP (value, table, col_index, [range_lookup]).  

value - The value to look for in the first column of a table. 

table - The table from which to retrieve a value. 

col_index - The column in the table from which to retrieve a value. 

range_lookup - [optional] TRUE = approximate match (default). FALSE = exact match. 

 

 So the formula for Basic will be “=VLOOKUP (B7,$A$2:$D$4,2,FALSE)” 

 

 
 

Similarly TA and CCA will be calculated 

Formula for TA will be “=VLOOKUP (B7,$A$2:$C$4,3,FALSE)” 

Formula for CCA will be “=VLOOKUP (B7,$A$2:$D$4,4,FALSE)” 

  



 To Calculate DA : DA is 56% of Basic, so the formula will be “=D7*56%” 

 

 
 

 To calculate HRA: HRA is 20% of Basic, so the formula will be “=D7*20%”. But we 

need to check whether HRA is to be paid or not?  For that if function is to be used. 

Syntax of if is “=IF(Logical Test, [Value_if_true], [Value_if_false])”  

So the formula will be “=IF(C7="YES",D7*20%,0)” 

 

 

 

 

 

 

 

 

 

 

 

 To Calculate Gross, IT , GPF, Deduction and Net:  

Gross is Sum of Basic, DA, HRA, TA and CCA. So the formula will look like 

=SUM(D7:H7) 

IT is 8% of Gross and GPF is 10% of Gross so the formulae will be “=I7*8%” and 

“=I7*10%” respectively for IT and GPF. 

Total deduction is sum of IT and GPF i.e.  “=J7+K7” 

And finally net will be Gross – Deductions. So the formula for Net Salary will be “=I7-

L7” 

 

 
 

 


