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Payroll 
(Quick user Guide) 

 

 

 

  



 

 

Payroll Process 

1. Salary Master Data 

 

1. Under Master Option 

2. Select Payroll 

 

 

 

 

 

 

 

 

 



 

Addition Deduction Type 

 

1. Under Master Option 

2. Select Payroll 

3. Select the option Addition/Deduction Type 

 

 

 



 

1. Search By : Select the category to search from the drop down menu 

2. Search For : Enter the details to the relevant category that selected 

3. Click to search 

4. Put the tick to select addition deduction types 

5. By clicking can see the details 

6. By clicking can add a new addition deduction type 

7. By clicking can delete an existing addition deduction type 

 

 

  



Add/ded Group Category 

 

 

1. Under Master Option 

2. Select Payroll 

3. Select the option Add/ded Group Category 

 

This is used to summarize addition and 

deduction in the pay slip. As example; Other 

welfare, welfare society, health welfare can be 

shown under single name like OTHER SOCIETIES. 

 



 

1. Search By : Select the category to search from the drop down menu 

2. Search For : Enter the details to the relevant category that selected 

3. Click to search 

4. By clicking can add a new addition deduction type 

5. By clicking can delete an existing addition deduction type 

6. Put the tick to select addition deduction types 

7. By clicking can see the details 

 

Payee Tax 

 

1. Under Master Option 

2. Select Payroll 

3. Select the option Paye Tax 



 

 

1. Click to select one 

2. Click to add a new one 

3. Click to delete one 

4. Click to save 

5. Click to exit 

6. Click to see tax formulas 

 

 

Salary Type 

 

1. Under Master Option 

2. Select Payroll 

3. Select the option Salary Type 



 

1. Search By : Select the category to 

search from the drop down menu 

2. Search For : Enter the details to the 

relevant category that selected 

3. Click to search 

a. By clicking can add a new salary type 

4. By clicking can delete an existing salary 

type 

5. Put the tick to select salary types 

6. By clicking can see the details 

 

 

 

 

 

 

Overtime Type  

1. Under Master Option 

2. Select Payroll 

3. Select the option Overtime Type 

 

 



1. Search By : Select the 

category to search from 

the drop down menu 

2. Search For : Enter the 

details to the relevant 

category that selected 

3. Click to search 

4. By clicking can add a new OT 

type 

5. By clicking can delete an 

existing OT type 

6. Put the tick to select OT 

types 

7. By clicking can see the details 

 

 

 

 

 

 

Loan Category/ Bank Remittance 

 

1. Under Master Option 



2. Select Payroll 

3. Select the option Loan Category/ Bank Remittance 

 

1. Search By : Select the category to search 

from the drop down menu 

2. Search For : Enter the details to the 

relevant category that selected 

3. Click to search 

4. By clicking can add a new loan category 

5. By clicking can delete an existing loan 

category 

6. Put the tick to select loan categories 

7. By clicking can see the details 

 

 

Accounts 

 

1. Under Master Option 

2. Select Payroll 

3. Select the option Accounts 

 



 

1. Search By : Select the category to search from the drop down menu 

2. Search For : Enter the details to the relevant category that selected 

3. Click to search 

4. By clicking can add a new account 

5. By clicking can delete an existing account 

6. Put the tick to select accounts 

7. By clicking can see the details 

 

 

 

 

 

 

Map Accounts 

This is used to map the payroll with finance system accounts.  Before mapping the accounts you have to 

create the accounts using the ‘Accounts’ icon shown below in blue color circle. (As in the previous step) 

 

 



1. Under Master Option 

2. Select Payroll 

3. Select the option Map Accounts 

 

 

1. Salary Type : Select the salary type from the drop down menu 

 
2. Basic Salary : Select the basic salary account from the drop down menu 

 
3. EPF Employee : Select the employee from drop down menu 

4. EPF Employee Control : Select from the drop down menu 

5. EPF Employer : Select the employer from the drop down menu 

6. EPF Employer Control : Select from the drop down menu 



7. ETF : Select the ETF from the drop down menu 

8. ETF Control : Select from the drop down menu 

9. Paye Tax : Select the tax from the drop down menu 

10. Paye Tax Control : Select from the drop down menu 

11. Pension : Select the pension amount from the drop down menu 

12. Advance : Select from the drop down menu 

13. OT : Select the OT from the drop down menu 

14. No Pay : Select from the drop down menu 

15. Attendance Allowance : Select from the drop down menu 

16. Salary Control : Select from the drop down menu 

17. Click to save 

  



EPF/ETF  Related Salaries 

Master data for the EPF/ETF  related salaries 

 

1. Under Master option 

2. Select Map Accounts option under payroll 

 

 



 

1. Salary Type : Select the relevant salary type (Eg: Casual Temporary) 

2. EPF Employee Control : Enter the control account number 

3. EPF Employer : Enter the employer account number 

4. ETF : Enter the ETF account number or common salary account number 

 

1. Under reports option 

2. Under HRM reports 

3. EPF Employer : Enter the employer account number 

4. ETF : Enter the ETF account number or common salary account number 



 

 

  



Salary Book Format 

This can be used to layout the format of the paysheet.  

 

 

1. Under Master Option 

2. Select Payroll 

3. Select the option Salary Book Format 

 

 

 

 

1. Give column and row number for each addition and deduction. Can add 

extra rows if needed. 

 

 

 

 



Slip Transfer Format 

 

1. Under Master Option 

2. Select Payroll 

3. Select the option Slip Transfer Format 

 

 

 

 

Set each cell with a given bank’s slip transfer format. As an example ;  BOC slip transfer format. 

 

2. Click to add a new row 

3. Click to delete a selected row 

4. Click to save  

 

 

 

 

EPF Slip Transfer Format 

 



 

1. Under Master Option 

2. Select Payroll 

3. Select the option EPF Slip Transfer          

Format 

 

 

 

 

 

Select and fill each column with given EPF/ETF formats. 

1. Click to add a new row 

2. Click to delete a row 

3. Click to save 

 

 

 

 

 

 

ETF Slip Transfer Format 



 

 

1. Under Master Option 

2. Select Payroll 

3. Select the option ETF Slip Transfer Format 

 

 

 

 

Select and fill each column with given EPF/ETF formats. 

 

1. Click to add a new ETF slip transfer format 

2. Click to delete ETF slip transfer formats 

3. Click to save 

 

 

 

 

 

  



 

2. Identify the employees who’s 

status is transferred, resigned or 

pensioned (WNOP).  
Check the ‘Pension Report’ and ‘Payroll Changes Report’ 

 

 

 

 

 

 



a) Employee List Age Wise 

Report 

 
 

1. Under the Employee Repots option 

2. Select the report employee list by age 

3. Organization : Select the relevant organization 

4. Year : Select the year and month from the drop down menus 

5. Years Between : select the years in between that want to search 

6. Click to view the report 

 

 

 

 

  



 

The report is viewed as follows 

 

 

 

 

 

 

 

 



3. Edit the status of identified 

employees’ to transfer, resign or 

pension 

 
 

1. Click on Employee menu 

2. Click on employee Edit option 

 



 
1. Search By : Select the category want to search from the drop down menu 

2. Search For : Enter the relevant detail to the selected category above 

3. Section : Select the relevant section from the drop down menu 

4. Organization : Select the organization 

5. Status : Select the working status from the drop down menu 

6. Click on to search 

7. Click on the blue color employee number to edit the employee. Change the 

employee status from working to resign, WNOP and transferred. 

 

 

    



4. Then check whether they are 

receiving half salaries and set those 

(E.g. Employees those who are having 

maternity leaves) 

 
1. Go to employee profile by clicking on the blue color employee numbers 

 

 

 

 

 

 

 

 

In the Employee profile 

 



            

 

 

Put the tick on half salary  

 

 
 

 



5. Individual Employee Salary Changes  

 

 

1. Employee Basic Salary : Make the changes in basic salary and changes 

2. Addition and Deduction Regular : To check the  additions and deductions 

only for the selected employee 

3. Addition and Deductions installments : If there are any additions or 

deductions in installment wise, add or delete from here and save 

4. Pause Addition and Deduction : If want to pause any addition and deduction 

, select it and save 

5. Salary Bank : The details of the bank account to which the net salary goes. 

And the payment type of the employee (slip/cheque) 

6. OT Bank Information : The employee’s bank details to which the OT 

payment  goes to  

7. View Salary Detail : If want to see the salary details , additions and 

deductions of the relevant month 

 



8. Transfers : The details of the transfers 

9. Promotions : The details of the promotions 

10. Training and Scholarships : The details of the trainings and scholarships 

11. Qualifications : The details of the qualifications 

12. Disciplinary Actions : The details of the disciplinary actions 

13. Employee Attachment : If there are any attachments attach here 

14. Emergency info : Fill up with the contact details in case of an emergency 

15. Benefit : Enter the benefit details 

16. Employee Dependence : Add the employee dependent details if there 

17. Employee Skills : Enter the employee’s skills details 

18. Membership Info : Enter the details about the membership 

19. Work Experience : Enter the details about the work experience 

20. Language : Enter the language proficiency details 

21. Health Condition : Enter the details about the health condition 

22. Insurance claim : Enter the details about the insurance claim 

23. Vehicle Permits : Enter the details about the vehicle permits 

24. EB Result Details : Enter the EB result details 

25. Service Letter Details : Enter the service letter details 

26. Leave B/F : Enter the leave details 

27. O/L Result : Enter the O/L results 

28. A/L Result : Enter the A/L result 

29. Recommendation Letter : Attach the recommendation letters 

30. Employee Document : Attach the employee documents if there 

  



 

6. Salary Advance 
 

Add Salary Advance 

 

 

1. Under the payroll option 

2. Under Salary Advance option 

3. Select Add 

 

 

 

 

 

 

 

 

 

 



 

1. ID : Enter the ID  

2. Description : Enter the description if necessary 

3. From Date : Enter the date from which 

4. Remarks :  Enter the remarks if necessary 

5. Section : Select the section from the drop down menu 

6. Put the tick if want to select all employees 

7. Date : Select the relevant date from menu 

8. Employee : Select the employee  

9. Description : enter the description if necessary 

10. Advance Amount : Enter the advance amount 

11. Click to add a new row 

12. Click to delete a row 

13. Click to view the OT total 

14. Total OT amount is viewed here 

15. Click to save 

16. Click to print the salary advance 

 

 

 

  



 

Edit Salary Advance 

 

 

1. Under the Salary Advance 

2. Select Edit 

 

 

 

 

 

 

 

1. Search By : Select the category to 

search 

2. Search For : Enter the relevant detail of 

selected category to search 

3. From Date : Select the date from which 

4. To Date : Select the date to which 

5. Section : Select the relevant section 

from the drop down menu 

6. Click to search  

 

 

 

1. Click to save additions or deductions 

 



Cancel Salary Advance 

 

 

1. Under the Salary Advance 

2. Select Cancel 

 

 

 

 

 

 

 

 

1. Search By : Select the category 

to search 

2. Search For : Enter the relevant 

detail of selected category to search 

3. From Date : Select the date 

from which 

4. To Date : Select the date to 

which 

5. Section : Select the relevant section from the drop down menu 

6. Click to search  

 

 

1. Click to save additions or deductions 

 

 

Authorize Salary Advance 



 

 

1. Under the Salary Advance 

2. Select Authorize 

 

 

1. Search By : Select the category to search 

2. Search For : Enter the relevant detail of selected category to search 

3. From Date : Select the date from which 

4. To Date : Select the date to which 

5. Section : Select the relevant section from the drop down menu 

6. Click to search  

 

 

 



1. Click to save additions or deductions 

 

 

  



Salary Advance Detail – Slip Transfer 

 

1. Under the Salary Advance 

2. Select Authorize 

 

 

1. Search By : Select the category to search 

2. Search For : Enter the relevant detail of selected category to search 

3. From Date : Select the date from which 

4. To Date : Select the date to which 

5. Section : Select the relevant section from the drop down menu 

6. Put the tick to show all slips 

7. Click to search  

 



 

 

1. Click to create slip transfer file 

2. Click to download the slip transfer file 

 

Salary Advance Print 

 

   

1. Under the Salary Advance 

2. Select Authorize 

 



 

 

1. Search By : Select the category to search 

2. Search For : Enter the relevant detail of selected category to search 

3. From Date : Select the date from which 

4. To Date : Select the date to which 

5. Section : Select the relevant section from the drop down menu 

6. Put the tick to show all slips 

7. Click to search  

8. Put the tick to select 

9. Click to print 

 

 

  



7. No Pay Authorize 

 

1. Under the option Payroll 

2. Select Addition/Deduction(One Time) 

 

 

1. Add and Deduction : Select the addition and deduction type as no pay 



2. Bank/Agent : Enter the bank or agent 

 

1. Salary Session : Select the relevant session from the menu 

2. Put the tick to select an option 

3. Click to select 

4. Date : Enter the date  

5. Employee : Enter the employee 

6. Amount : Enter the amount 

7. Delete : Click to delete 

8. Click to add a new row 

9. Click to save 

 

 

 

 

 

 

 

 



8. Addition Deduction Add Edit 

a. Addition Deduction One Time 

 

1. Under the payroll option 

2. Select Addition/Deduction One Time 

 

 

 

1. Select whether addition or deduction 



2. Enter the bank or agent 

3. Select the salary session from the list 

4. Put a tick before to select an option 

5. Select the date  

6. Employee : Enter the employee by selecting from the drop down 

menu 

7. Amount : Enter the amount 

8. Click to delete 

9. Click to add a new row 

10. Click to save 

 

 

 

 

 

 

 

b. Addition Deduction Regular 

 

1. Under the payroll option 

2. Select Addition/Deduction Regular 

 



 

 

1. Add and Deduction : Select the add or deduction type from the drop down 

menu 

2. Bank/Agent : Enter the bank or agent 

3. Section : Select the section from the drop down menu 

4. Search Employee Number : Enter the employee number to search 

5. Click to search an employee 

6. Employee : Enter the employee 

7. AddDed Type : Select the addition deduction type 

8. Amount : Enter the relevant type 

9. Pay Mode : Select the pay mode form the drop down menu 

10. Bank/Agent : Enter the bank or agent 

11. Acc. No : Enter the account number 

12. Acc. Holder : Enter the account holder’s name 

13. Start Date : Enter the start date to add or deduct 

14. No Of Installment : Enter the number of installment if there is 

15. End Date : Enter the end date to add or deduct 

16. Click to add a new Addition or deduction row 

 

 



1. Click to save additions or deductions 

 

 

c. Pause Addition Deduction  

 

1. Under the payroll option 

2. Select Pause Addition/Deduction  

 



 

 

1. Search By : Select the option from drop down menu to search by 

2. Search For : Enter the relevant details to the selected category 

3. Section : Select the relevant section from the drop down menu 

4. Organization : Select the organization 

5. Status : Select the status from the drop down menu 

6. Click to search  

7. By clicking on ID can go to the employee profile 

 

 

 

 



1. Addition Deduction Type : Select the addition deduction type from the drop down 

menu 

2. Click to pause another addition or deduction 

3. Click to delete a paused addition or deduction 

4. Click to save a paused addition or deduction  

  



9. Loans 
Loans (Check in Payroll) 

There are two reports that can be used to check loans in payroll 

Loan Report Payroll Deduction 

 

1. Under the option Reports 

2. Under the loan option 

3. Select the Loan report by payroll deduction report 

4. Put the tick in all employee if want to see details of all employees. 

Otherwise put the tick on selected employee and enter the employee by 

selecting from list 

5. Salary Type : Select the salary type from drop down menu 

6. Salary Session : Select the salary session from the drop down menu 

7. Payroll User : Select the user if necessary 

8. Put the tick on all section or selected section 

9. Category : Select the relevant category 

10. Click to view the report 

 

 

 

The report is viewed as follows 



 

 

 

 

 

 

 

 

 

 

 



Loan Report Issued 

 

 

1. Under the option Reports 

2. Under the loan option 

3. Select the Loan report issued 

4. Put the tick in all employee if want to see details of all employees. 

Otherwise put the tick on selected employee and enter the employee by 

selecting from list 

5. From Date : Select the date from which 

6. To Date : Select the date to which 

7. Category : Select the relevant category 

8. Click to view the report 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Post Loans to Salary 

 

 

1. Under the option Loans 

2. Under the loan session authorize 

 



 

 

1. Put the tick to see authorized or unauthorized loan sessions 

2. Put the tick to select all employees at once 

3. Put the tick to select employees\ 

4. Click to authorize unauthorized ones or unauthorized ones to authorize 

 

 

 

 

 

 

 

 

 

 

 

 



Loan Reports 

Loan Reports – Detail 

 

1. Under the option Reports 

2. Under the loan option 

3. Select the Loan report detail 

4. Put the tick in all employee if want to see details of all employees. 

Otherwise put the tick on selected employee and enter the employee by 

selecting from list 

5. Payroll User : Select the user from the drop down menu 

6. From Date : Select the date from which 

7. To Date : Select the date to which 

8. Put the tick on all section or selected section 

9. Category : Select the relevant category 

10. Click to view the report 

The report is viewed as follows 



 

 

Loan Reports – Detail(Section Wise) 

 

 



1. Under the option Reports 

2. Under the loan option 

3. Select the Loan report detail 

4. Put the tick in all employee if want to see details of all employees. 

Otherwise put the tick on selected employee and enter the employee by 

selecting from list 

5. Payroll User : Select the user from the drop down menu 

6. From Date : Select the date from which 

7. To Date : Select the date to which 

8. Put the tick on all section or selected section 

9. Category : Select the relevant category 

10. Click to view the report 

 

The report is viewed as follows 

 

 

 

 

 



Loan Report – Summary 

 

1. Under the option Reports 

2. Under the loan option 

3. Select the Loan report summary 

4. Put the tick in all employee if want to see details of all employees. 

Otherwise put the tick on selected employee and enter the employee by 

selecting from list 

5. Category : Select the relevant category 

6. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 

 
 



Loan Balance Report – Detail 

 

1. Under the option Reports 

2. Under the loan option 

3. Select the Loan Balance Report Detail 

4. Put the tick in all employee if want to see details of all employees. 

Otherwise put the tick on selected employee and enter the employee by 

selecting from list 

5. From Date : Select the date from which 

6. To Date : Select the date to which 

7. Put the tick on all section or selected section 

8. Category : Select the relevant category 

9. Click to view the report 

 

The report is viewed as follows 

  



 

 

 

 

 

 

 

 

 

 

 

 

 



 

Loan Balance Report – Summary 

 

1. Under the option Reports 

2. Under the loan option 

3. Select the Loan Balance Report Summary 

4. Put the tick in all employee if want to see details of all employees. 

Otherwise put the tick on selected employee and enter the employee by 

selecting from list 

5. From Date : Select the date from which 

6. To Date : Select the date to which 

7. Put the tick on all section or selected section 

8. Category : Select the relevant category 

9. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 

 

 

 

 

 



Loan Balance Report – Section Summary 

 

 

1. Under the option Reports 

2. Under the loan option 

3. Select the Loan Balance Report Summary 

4. Put the tick in all employee if want to see details of all employees. 

Otherwise put the tick on selected employee and enter the employee by 

selecting from list 

5. From Date : Select the date from which 

6. To Date : Select the date to which 

7. Put the tick on all section or selected section 

8. Category : Select the relevant category 

9. Click to view the report 

 

The report is viewed as follows 



 

 

 

 

 

 

 

 

 

 

 

 

 



Loan Report Schedule 

 

 

1. Under the option Reports 

2. Under the loan option 

3. Select the Loan Balance Report Summary 

4. Put the tick in all employee if want to see details of all employees. 

Otherwise put the tick on selected employee and enter the employee by 

selecting from list 

5. Category : Select the relevant category 

6. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 

  



Loan Report Issued 

 

 

1. Under the option Reports 

2. Under the loan option 

3. Select the Loan Balance Report Detail 

4. Put the tick in all employee if want to see details of all employees. 

Otherwise put the tick on selected employee and enter the employee by 

selecting from list 

5. From Date : Select the date from which 

6. To Date : Select the date to which 

7. Category : Select the relevant category 

8. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Loan Gurantor Report 

 

1. Under the option Reports 

2. Under the loan option 

3. Select the Loan Gurantor Report 

4. Put the tick in all employee if want to see details of all employees. 

Otherwise put the tick on selected employee and enter the employee by 

selecting from list 

5. Click to view the report 

 

The report is viewed as follows 



 

 

 

 

 

 

 

 
 



Loan Changes Report 

 

 

1. Under the option Reports 

2. Under the loan option 

3. Select the Loan Gurantor Report 

4. Salary Type : Select the salary type from the drop down menu 

5. Salary Session : Select the salary session from the drop down menu 

6. Click to view the report 

The report is viewed as follows 



 

 

Loan Report – Payroll Deduction 

 

 



1. Under the option Reports 

2. Under the loan option 

3. Select the Loan Report Payroll Deduction 

4. Put the tick in all employee if want to see details of all employees. 

Otherwise put the tick on selected employee and enter the employee by 

selecting from list 

5. From Date : Select the date from which 

6. To Date : Select the date to which 

7. Put the tick on all section or selected section 

8. Category : Select the relevant category 

9. Click to view the report 

 

 

 

 

 

 

 

 

 

 

 



10. Process the salary for the first time 

 
1. Click on Payroll menu 

2. Select the Salary Process Option 

 

              

 

 

   



1. Salary Type : Select the salary type from the drop down menu 

2. Salary Session : Select the salary session from the drop down menu 

3. Organization : Select the organization  

4. Click on to search  

5. Put the tick to select an employee 

6. Put the tick on to select all employees at once 

7. Select whether processed or not 

8. Click on to process the salary 

5. Then tally the manual documents with the processed one 

6. If there are any changes, do those 

7. Then reprocess again 

8. If there are any changes in the bank accounts enter those to the system 

9. Then check whether if there are any changes in the bank accounts   

10. Then check whether there are any changes in the bank accounts to which remittance is 

credited 

11. Then check the total amounts with the loan report 

12. Then again reprocess 

13. Then take the reports pay slip, slip transfer file and accounts report 

 

 
1. Select on reports menu and click on reports 

2. Select the reports that want to print 

 

 

 

 

 



11. Salary Payment Detail Report 

 

 

1. Under the option payroll 

2. Select the report Salary Payment Detail Report 

3. Put the tick to all employee or selected employee. If the tick has put on selected 

employee type the employee number  

4. Salary Type : Select the salary type from the drop down menu 

5. Salary Session : Select the relevant salary session  

6. Payroll User : Select the payroll user if want 

7. Organization : Select the organization 

8. Put the tick on all section or selected section 

9. Click to view report 

 

 



12. Bank Remittance Detail Report 

 
 

1. Select the report Bank Remittance Detail 

2. Put the tick to all employee or selected employee. If the tick has put on selected 

employee type the employee number  

3. Salary Type : Select the salary type from the drop down menu 

4. Salary Session : Select the relevant salary session  

5. Payroll User : Select the payroll user if want 

6. Organization : Select the organization 

7. Bank/Agent : Select the bank or agent from the drop down menu 

8. Payment Mode : Select the payment mode from the drop down menu(cheque, cash, 

slip transfer, cross) 

9. Click to view report 

 

 

 

 

 

 



 

 

 

 

 

 

 

13. Employee Salary Stop 

 

 

1. Under Employee Option 

2. Select Employee Edit 

 



 

1. By clicking go to employee profile 

 

 

1. Put the tick to stop salary 

2. Click to save 

3. Click to save and do another task 

     



14. Salary Reprocess 
 

15. Salary Authorize 
Basic Salary Authorize 

 

1. Under Payroll Option 

2. Select Basic Salary Authorize 

 



 

1. Put the tick to select all employees to authorize 

2. Put the tick to select an employee 

 

 

1. Click to authorize 

 

Salary Session Authorize 

 



 

 

1. Under Payroll Option 

2. Select Salary Session Authorize 

 

 

1. Put the tick to see authorized or unauthorized salary sessions 



2. Put the tick to select all employees to authorize 

3. Put the tick to select an employee 

4. Click to authorize 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

16. Employee Pay Slip/Slip Transfer 

File/Bank Remittance Letter 
 



 
 

1. Select the report pay slip 

2. Put the tick to all employee or selected employee. If the tick has put on selected 

employee type the employee number  

3. Salary Type : Select the salary type from the drop down menu 

4. Salary Session : Select the relevant salary session  

5. Payroll User : Select the payroll user if want 

6. Organization : Select the organization 

7. Put the tick on all section or selected section 

8. Click to view report 

 

 

 

 

 



 

17. Temporary Employees Salary 
1. As the first step create a designation 



 
1. Under Master option 

2. In the General option 

3. In the Common option 

4. Select the designation category option 

 

 

1. Click to add a new designation category 

2. Click to delete an existing designation category 

3. Search By : Select the category to search from the drop down menu 



4. Search For : Enter the details according to the selected category to 

search 

5. Click on to search  

 

 

1. Category ID : Enter the category ID 

2. Designation Category : Enter the new designation category to add 

3. Click to save a new designation category 

 

Then go to employees profile 



 

1. Employee Group : Select the employee group as temporary 

2. Nature of the Job Status : Select the nature of the job status from the drop 

down menu 

 

 



1. EPF Entitie :  Don’t put the tick 

2. ETF Entitie : Don’t put the tick 

3. Payment Type : Select the payment type 

4. Is OT Allowed : Don’t put the tick 

5. Salary Type : Select the salary type from the drop down menu 

6. Click to save  

18. Members Salary 
As the first step create a designation 

 
1. Under Master option 

2. In the General option 

3. In the Common option 

4. Select the designation category option 

 



 

1. Click to add a new designation category 

2. Click to delete an existing designation category 

3. Search By : Select the category to search from the drop down menu 

4. Search For : Enter the details according to the selected category to 

search 

5. Click on to search  

 

 

1. Category ID : Enter the category ID 



2. Designation Category : Enter the new designation category to add 

3. Click to save a new designation category 

 

Then go to employee’s profile 

 

1. Employee Group : Select the employee group as members 

2. Nature of the Job Status : Select the nature of the job status from the drop 

down menu 

 



 

1. EPF Entitie :   put the tick if necessary 

2. ETF Entitie :  put the tick if necessary 

3. Payment Type : Select the payment type 

4. Is OT Allowed : Put the tick if necessary 

5. Salary Type : Select the salary type from the drop down menu 

6. Click to save  

19. Re-employment  Salary 
As the first step create a designation 

 
1. Under Master option 



2. In the General option 

3. In the Common option 

4. Select the designation category option 

 

 

1. Click to add a new designation category 

2. Click to delete an existing designation category 

3. Search By : Select the category to search from the drop down menu 

4. Search For : Enter the details according to the selected category to 

search 

5. Click on to search  

 

 



1. Category ID : Enter the category ID 

2. Designation Category : Enter the new designation category to add 

3. Click to save a new designation category 

 

Then go to employees profile 

 

1. Employee Group : Select the employee group as reemployment 

2. Nature of the Job Status : Select the nature of the job status from the drop 

down menu 

 



 

1. EPF Entitie :   put the tick if necessary 

2. ETF Entitie :  put the tick if necessary 

3. Payment Type : Select the payment type 

4. Is OT Allowed : Put the tick if necessary 

5. Salary Type : Select the salary type from the drop down menu 

6. Click to save  



20. All Reports 

 

1. Under the reports option 

2. Select the Reports menu 

3. Then select any report by clicking 

 

Report Employee List 

 



1. Under Employee Reports option 

2. Select the Employee list 

3. Put the tick in all employee group if want to see all employee list or put the 

tick on selected employee group and enter the employee number in space 

4. Organization : Select the organization from the drop down menu 

5. Category : Put the tick on selected category 

6. Put the tick in All Section or Selected section 

7. Put the tick on All designation or selected designation 

8. Nature of the Job Status : Select the job status from the drop down menu 

9. Click to view the report 

The report is viewed as follows  



 

 

 

 

 

 

 

    

    



Report Employee Profile 

 

1. Under Employee Reports option 

2. Select the Employee Profile 

3. Put the tick in all employee  if want to see all employee list or put the tick on 

selected employee  and enter the employee number in space 

4. Organization : Select the organization from the drop down menu 

5. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 



Report Employee List By Age 

     

1. Under Employee Reports option 

2. Select the Employee List By Age 

3. Organization : Select the organization 

4. Year : Select the year and the month\ 

5. Years Between : Select the years between 

6. Click to view the report 

 

Report is viewed as follows 



 

 

 

 

 

 

 

 

 

 



Report Employee List By Working year 

 

 

1. Under Employee Reports option 

2. Select the Employee List By Age 

3. Organization : Select the organization 

4. Year : Select the year and the month\ 

5. Years Between : Select the years between 

6. Click to view the report 

 

The report is viewed as follows 

 



 

Report Disciplinary action 

 

1. Under Employee Reports option 

2. Select the Disciplinary Action 

3. Put the tick in all employee  if want to see all employee list or put the tick on 

selected employee  and enter the employee number in space 

4. Organization : Select the organization from the drop down menu 

5. From Date : Select the date from which  

6. To Date : Select the date to which 

7. Click to view the report 

  

The report is viewed as follows 



 

Report Salary Increments (Salary Scale) 

 

   

1. Under Employee Reports option 

2. Select the Salary Increments 

3. From Date : Select the date from which  

4. To Date : Select the date to which 

5. Organization : Select the organization from the drop down menu 

6. Click to view the report 

 

The report is viewed as follows 



 

 

Report Salary Increments Dates 

 

 

1. Under Employee Reports option 

2. Select the Salary Increments Dates 

3. From Date : Select the date from which  

4. To Date : Select the date to which 

5. Organization : Select the organization from the drop down menu 

6. Click to view the report 

The report is viewed as follows 



 

 

Report Qualification 

 

1. Put the tick in all employee  if want to see all employee list or put the tick on 

selected employee  and enter the employee number in space 

2. Organization : Select the oganization 

 

The report is viewed as follows 



 

 

Report Salary Book 

 

1. Under Employee Payroll option 

2. Select the Salary Book 

3. Put the tick in all employee  if want to see all employee list or put the tick on 

selected employee  and enter the employee number in space 

4. Organization : Select the organization from the drop down menu 

5. Salary Type : Select the salary type from the drop down menu 

6. Put the tick before all section or selected section 

7. Salary Session : Select the salary session from the drop down menu  

8. Payroll User : Enter the user if necessary 

9. Click to view the report 



The report is viewed as follows 

 

Report Salary Book Integrated Columns 

 

1. Under Employee Payroll option 

2. Select the Salary Book 

3. Put the tick in all employee  if want to see all employee list or put the tick on 

selected employee  and enter the employee number in space 

4. Organization : Select the organization from the drop down menu 

5. Salary Type : Select the salary type from the drop down menu 

6. Put the tick before all section or selected section 



7. Salary Session : Select the salary session from the drop down menu  

8. Payroll User : Enter the user if necessary 

9. Click to view the report 

 

The report is viewed as follows 

 

Report Salary Book Summary 

 



 

1. Under Employee Payroll option 

2. Select the Salary Book 

3. Put the tick in all employee  if want to see all employee list or put the tick on 

selected employee  and enter the employee number in space 

4. Organization : Select the organization from the drop down menu 

5. Salary Type : Select the salary type from the drop down menu 

6. Put the tick before all section or selected section 

7. Salary Session : Select the salary session from the drop down menu  

8. Payroll User : Enter the user if necessary 

9. Click to view the report 

The report is viewed as follows 

 

 

  



Report Salary Book Summary Section Wise 

 

 

1. Under Employee Payroll option 

2. Select the Salary Book 

3. Put the tick in all employee  if want to see all employee list or put the tick on 

selected employee  and enter the employee number in space 

4. Organization : Select the organization from the drop down menu 

5. Salary Type : Select the salary type from the drop down menu 

6. Put the tick before all section or selected section 

7. Salary Session : Select the salary session from the drop down menu  

8. Payroll User : Enter the user if necessary 

9. Click to view the report 

The report is viewed as follows 



 

 

Report Salary Payment Detail Report 

 

1. Under Employee Payroll option 

2. Select the Salary Book 

3. Put the tick in all employee  if want to see all employee list or put the tick on 

selected employee  and enter the employee number in space 

4. Organization : Select the organization from the drop down menu 

5. Salary Type : Select the salary type from the drop down menu 

6. Put the tick before all section or selected section 

7. Salary Session : Select the salary session from the drop down menu  

8. Payroll User : Enter the user if necessary 



9. Click to view the report 

 

The report is viewed as follows 

 

 

 

Report Pay Slip 

 



1. Under Employee Payroll option 

2. Select the Salary Book 

3. Put the tick in all employee  if want to see all employee list or put the tick on 

selected employee  and enter the employee number in space 

4. Organization : Select the organization from the drop down menu 

5. Salary Type : Select the salary type from the drop down menu 

6. Put the tick before all section or selected section 

7. Salary Session : Select the salary session from the drop down menu  

8. Payroll User : Enter the user if necessary 

9. Click to view the report 

 

The report is viewed as follows 

 

 

 

 



Report Salary History 

 

 

1. Under Employee Payroll option 

2. Select the Salary History 

3. Put the tick in all employee  if want to see all employee list or put the tick on 

selected employee  and enter the employee number in space 

4. Organization : Select the organization from the drop down menu 

5. Salary Type : Select the salary type from the drop down menu 

6. Salary Session : Select the salary session from the drop down menu 

7. Click to view the report 

 

The report is viewed as follows 

 

 

  



Report EPF 

 

1. Under Employee Payroll option 

2. Select the EPF 

3. Put the tick in all employee  if want to see all employee list or put the tick on 

selected employee  and enter the employee number in space 

4. Organization : Select the organization from the drop down menu 

5. Salary Type : Select the salary type from the drop down menu 

6. Salary Session : Select the salary session from the drop down menu 

7. Click to view the report 

 

The report is viewed as follows 



 

 

Report EPF Six Month  

 

 

1. Under Employee Payroll option 

2. Select the EPF 

3. Put the tick in all employee  if want to see all employee list or put the tick on 

selected employee  and enter the employee number in space 

4. Organization : Select the organization from the drop down menu 



5. Year : Select the year and month from the menu 

6. Click to view the report 

 

The report is viewed as follows 

 

 

Report ETF 

  

1. Under Employee Payroll option 

2. Select the ETF 

3. Put the tick in all employee  if want to see all employee list or put the tick on 

selected employee  and enter the employee number in space 

4. Organization : Select the organization from the drop down menu 

5. Salary Type : Select the salary type from the drop down menu 

6. Salary Session : Select the salary session from the drop down menu 

7. Click to view the report 



 

The report is viewed as follows 

 

 

Report ETF Six Month  

 

1. Under Employee Payroll option 

2. Select the ETF Six month 



3. Put the tick in all employee  if want to see all employee list or put the tick on 

selected employee  and enter the employee number in space 

4. Organization : Select the organization from the drop down menu 

5. Year : Select the year and month from the menu 

6. Click to view the report 

 

The report is viewed as follows 

 

 

Report WNOP 

 



1. Under Employee Payroll option 

2. Select the WNOP 

3. Put the tick in all employee  if want to see all employee list or put the tick on 

selected employee  and enter the employee number in space 

4. Organization : Select the organization from the drop down menu 

5. Salary Type : Select the salary type from the drop down menu 

6. Salary Session : Select the salary session from the drop down menu 

7. Payroll user : Select the user from the drop down menu 

8. Click to view the report 

 

The report is viewed as follows 

 

  



21. Check and release the salaries  
Accounts Report 

First you have to check the totals of the Accounts Report of the system.  

Report Interface 

 

1. Under reports option 

2. In the HRM reports 

3. Under payroll option 

4. Select the Accounts report 

5. Salary Type : Select the salary type (Eg: Casual temporary) 

6. Salary Session : Select the relevant salary session 

7. Click to view the report 

 



  

 

Tally whether the totals (highlighted number 1 & 2)  are equal. If they are not equal , reasons will be 

shown in the same report. To get the reasons should put the tick on “Show Unbalance reason” option in 

the report interface. 

Then check the number 5 and number 6 totals are equal, as shown in the below image.  If they are not 

equal , reasons will be shown in the same report. To get the reasons should put the tick on “Show 

Unbalance reason” option in the report interface. 

 

 

 



Accounts Report – Section Wise and Remittance Total of Salary  Book Summary Report 

 

Accounts Report – Section Wise 

1. Under reports option 

2. In the HRM reports 

3. Under payroll option 

4. Select the Accounts report – Section Wise 

5. Salary Type : Select the salary type (Eg: Casual temporary) 

6. Salary Session : Select the relevant salary session 

7. Click to view the report 

  



 

 

 

 

Check whether the highlighted total  of the above accounts report is equal to the  bank remittance total 

of the below report (salary book summary report) . 



 

 

Normally Gross Salary (1) should be equal to Bank Remittance Total (4) , if this is not equal , the reasons 

may be the other remittances like EPF (2), ETF (3), food allowances, room rent, etc. They must be added 

to the gross salary to get the final bank remittance total.  

 

 

 

 

 

 

 

 

 

 



Salary Book Summary Report and Bank Remittance Summary Report 

 

Highlighted cash total, cheque total, cross total and slip transfer total of the salary book summary report 

must be tallied with the bank remittance summary reports with the relevant payment modes such as 

cash, cheque, cross, slip transfer. 

 

 



 

1. Under reports option, In the HRM reports ,Under payroll option 

2. Select the Bank Remittance Summary report 

3. Salary Type : Select the salary type (Eg: Casual temporary) 

4. Salary Session : Select the relevant salary session 

5. Payment Mode : Select the relevant payment mode (Eg: Cash, Cheque, Slip 

Transfer, Cross) 

6. Click to view the report 



 

Bank Remittance Summary Report – 

With Payment mode Cash 

 

Bank Remittance Summary Report – 

With Payment mode Cheque 

 

Bank Remittance Summary Report – 

With Payment mode Slip Transfer 

 

 

 

Bank Remittance Summary Report – With Payment mode Cross 

 

 

 

 

 

 



 

22. Salary Vouchers 

 

 

In Finance Management system 

1. Under the Tools menu 

2. Under Import option 

3. Select Salary Voucher option 

 



 

1. Put the tick to select whether salary voucher or salary journal 

2. Salary Session : Select the salary session from the list 

3. Bank : Select the bank from the list 

4. Department : Select the department from the list 

5. Click to import the salary voucher 

 

 

 

23.  


