Form 16 Generation

Step 1: The T-Code used is “PC00_M40_F16”
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@ Start SAP Easy Access

Step 2: Enter the data as shown below

e Enter the employee IDs

e Enter the Payroll Area

e Enter the company Code

e Enter the Taxation year as per the form 16 requirement Ex: for FY 2017-18 its 2017.

e Optional Data may also be enter in fields such as Person responsible, S/D/O, Designation,
Reporting Place.

e Reporting Date would be automatically the date of generation (current date).

e All the three check boxes need to be checked

e Nextfield is to browse the system location where you want to store/download the form 16s
of all the employees.

@ (F8).

e Click on Execute
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l Selections from ]
Selection
Personnel Mumber 10033347
Personnel arez

Personnel subarea

o] o] o]®

Payroll area [TIK]
Other selections

() TAN Number

(*) Company Code DOFI
Uzer parameters

Taxation Year 2017

Person responsible

S/DfO

Designation |

Report Date ,m‘
Report Place

Qriginal Document
Central Govt. Employee

BAE

-
I_P rint Annexure

Qutput format

Customer Layout

‘ Execute the Standard Farm

O

Digital Signature

Enable Digital Signature

Send Form 16 as Mail Attachment
PAN-wise download

Folder Path to Download Form 16
ADS Connection Mame

Digital Signature Alzs name

YUsersh 910067\Desktop\F16 Mysuru\

T el O O

Tax Details

File Path | |
Folder Path for Form 16 Part-A | |
Falder Path for Form 16 Part-B | |

Footer Text

Free text for footer | |
Free text | |
Footer with Tax credit/Surcharge |

Email Attachment (PDF file only)

Folder Path |




Step 3:

Print program for form 16

EE &AFTF 2% 4ITEHTSH
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Print Errors

Print Form

Tax Form 16

Form 16 Results

i Employee No. | From Date
10021497 | 20170301
10021562 | 20170301
10021575 | 20170301
10021611 | 20170301
10021677 | 20170301
10033347 | 20170301

End Date Employee Name
20180228  AFTAB Saleem
20180228 A S Mamatha
20180228 | A S Nagabhusha
20180228 A Ramachandra
20180228 A Viayalzkshmi
20180228 A N Sehanaraya,

Employee Designation

PAN Mumber| Date of birth| G| 1st Address Line

Dri. Gra-II AEPPDS814 20.03.1859 I D No 1028/1 Kabbeer Road Petwegar Street Mandi Moh
oA ABQPM19S  17.04.1973 F Ambica Nileya Arkanathz Road Krishnarajznagar

P.Man AKBPA416,  25.02.1961 I No 1612 Kabeer Road Mysore

Hd.PM ADSPR187  22.05.1960 W

PostMan AIGPVZ293  15.05.1962 F 1084 1ST MAIN 2ND CROSS Vidyaranyapuram Mysore
MTS AWIPNS31 18.02.1969 W II Stage Hebbal

Select the column as shown above and click on the button “Print form”.

Step 4:

[= Print:

Qutput Device

‘| Spool Request

[Lro1

[eeromu| Frow| s2EHCM

MName
Cower Page Text ' |
Authorization [ ]
| Spool Control | | Mumber of Copies
[+ Print Immediately Mumber of Copies 1]
[CDelete After Qutput
:DNew Spool Request : | Cover Page Setfings
["IClase Spool Request SAP Cover Page [D Default (Printer Setti.. |
Spool Retention [4] Davy(s) Recipient(s) [sapECM |
Storage Mode 1 Print only - Department

[Q Print I@ Print Preview ]

Change the data in the pop-up screen as above highlighted and then click on “Print Preview”.

Step 5:

Form 16 would be automatically downloaded to the folder specified in the selection screen and also

would get displayed on the screen.

2nd A



PART B [Annexure)

Datalls of Salary paid and any other Income and tax deducted

MR

INR

INR

1. 3ross salary
{a) Salary as per provisions contained In sec. 17(1)

(b} Value of perquisites ws 17(2) (35 pes Form No 1288,
whersyer applizanie)

{2} Profts in lleu of salary under saclion 17(3) (a5 per
Form Mo. 1284, wherever applicable)

(d) Tetal

f2) Repored total amount of salany recaived from other employers)
2. Less: Alowance fo the extent exampt ws 10

{a) Traved concession or assistance unger section 10(5)

(b} Death-cum-retiremant gratuty under section 10{10)

{e) Commuted value of perskon under section 10{104)

{d) Cash equivalent of leave salary encashment undes saction
10{1048)

f2) House rent alowance wnder section 10{13A4)

{f) Amourt of any other exemgtion under saction 10
Alowance

[9) Total amount of any omer exemption under section 10

) Totsl ampunt of exemption claimed under saction 10
[2lal=2{bj=2{ck2{dH-2{eH2(g]]

3. Total amount of salary recelved from cusment employer [1{dR2{h}]
4. Less: Deductions under secion 16

{a} Standard Deduction wndar section 15(13)

(b} Entertainment allowancs under section 16{11)

() Tax on Employment ungdar section 15(11)

5. Total amount of deductions under section 16 [4(ak4{b+4(z]]

£. Income chargeable under the head "Salarles™ [[3=+1{)-5]

7. Agd: Any other Income reported Dy the empioyee UNDeT 38 Der 5ECToN
192 [2B)

(@) Income {or admissible loss) from house property reported by
employes offered for TOS

@) Income under the haad Other Sowrces offerad for TDS

E. Total amount of pther lncome reported by the amployes
FlakTiy

9. Gross iofal Income (6+48)

10. Deductions undar Chapler VI-A

B3403T.00

0.00

0.00

o.on
0.o0

0.0

0.0

000

S0000.00

000

o.00

0.oo

Gross Amount

B:54037.00

0.0

0.o0

5403700

S0000.00

BOS03T.00

oD

80403700
Deductibde Amaount




Form 16 Generation with ZHR_FORM16

If the employee not receiving the correct Form 16, due to taxable payment processed in March off-cycle
correction run, then use the T-code ZHR_FORM16 for generation.

Enter the last off-cycle date/31.03.20** and run for the employees in the T-code ZHR_FORM16 and
generate the form16 in the same procedure as mentioned above from Step 3.

(& system  Help

(M formis ~lat

Print program for form 16
@ @ =

| Selections from |
Selection

Personnel Number ]

Personnel area

Personnel subarea

EEEE

Payrall area

Other selections
") TAN Mumber
») Company Code DOFI

User parameters
Taxation Year 2020
Run Date 31.03.2021
Persan responsible
5/DJj0
Designation
Report Date ]
Report Place
Original Document
Central Govt. Employee

Print Annexure

Output format
Customer Layout
Execute the Standard Form

Digital Signature
Enable Digital Signature



Note:

1. Bulk generation of form 16 is not possible if the employee is having both off-cycle types
“CORR” and “0003” processed in March month.

FUD. 12,2020 05,124, 2020 05.12.2020 O0U3 ODUb3a L L U3 A U3l A Uz
£ 05.12.2020 10.2020 05.12.2020 05.12.2020 0003 D D 03 A 3]
A 31.12.2020 10.2020 10.2020 01.12.2020 31.12.2020 DD 31
£ 31.01.2021 11.2020 11.2020 01.01.2021 31.01.2021 DD 31
P 28.02.2021 12,2020 12.2020 01.02.2021 28.02.2021 DD 2t
£ 28.02.2021 12.2020 01.02.2021 28.02.2021 €o |D D 14(B| (13
£ 13.03.2021 13.03.2021 13.03.2021 CoO_ CO_ D D 14 B 14|/B| |1:
A 26.03.2021 26.03.2021 26.03.2021 0003 0OO2 D D 03 A 03 A 2¢
£ 31.03.2021 01.2021 01.2021 01.03.2021 31.03.2021 DD 31
A 30.04.2021 02.2021 02.2021 01.04.2021 30.04.2021 DD 30

For all such employees the DDO has to generate the Form16 individually for each employee
separately by identifying the last off-cycle correction run date and specifying the same in
selection screen.

Print program for form 16
& [ )=

| Selections from |
Selection

Personnel Mumber R
Personnel area

Personnel subarea

[o]'s| 0|4

Payroll area

Other selections
") TAN Number
=) Company Code DOPT

User parametars
Taxation Year 2020
Run Date [13.03.2021]
Person responsible
s/D/O
Designation
Report Date
Report Place

Original Docurment

fr|

-
)

Central Govt. Employee

< (4] |&]

Print Annexure

Qutout format



Print program for form 16
& B AT F B% AdTCHATH HES pitkos PitFom

Tax Form 16 )

Form 16 Results

Employee No. |From Date | End Date | Employee Name | Employee Desgnation | PAN Number Date of bith G Lst Address Line 2nd Address Line P
msesess (20200301 20210313  meswses Posthlan R 01.05.196 e 9

Print Preview, Document 1 of 1

PART B (Annexure)
Details of Salary paid and any other income and tax deducted INR INR IN
1. Gross salary
(a) Salary as per provisions contained in sec.17(1) 722424.00
(b) Value of perquisites u/s 17(2) (as per Form No.12BA,
wherever applicable) 0.00
(c) Profits in lieu of salary under section 17(3) (as per 0.00

Form No.12BA, wherever applicable)
(d) Total

(e) Reported total amount of salary received from other employer(s)

2. Less: Allowance to the extent exempt u/s 10

(a) Travel concession or assistance under section 10(5) 0.00
(b) Death-cum-retirement gratuity under section 10(10) 0.00
(c) Commuted value of pension under section 10(10A) 0.00

(d) Cash equivalent of leave salary encashment under section
Amrama A n nn

2. While generating Form16 in bulk there might be processing delayed or time out in fetching
data for generation, after multiple trials bulk form16 can be generated successfully.

**¥**¥*End of document*****



