
Payroll System

“Click" Payroll 

Menu



Payroll System

To View The 

Payroll List: 

“Click" Payroll 

List

Then “Click" 

Add List



Payroll System

Enter Payroll 

Name and 

News. Then 

“Click" Save.



Payroll System

Next, fill in the Payroll Fill data. There are 2 
ways to input Payroll data:

• Add List (input account number one by 
one that will be paid Payroll). 

• Upload File, which is uploading a list of 
payroll recipients with a CSV file. This 
file can be created using excel then 
save as CSV file type.



Payroll System

If you select "Add List" in inputting Payroll Fill 
Data, there are 2 ways that can be done, 
namely:

• From the Transfer List (this data comes 
from the transfer list that we created 
earlier on the transfer menu). 

• Input Account Number, Input 
employee account number that will be 
given Payroll, then "click" Continue to 
add other employee account numbers.



Payroll System

Enter Payroll Fill data with Input 

Account Number and Transfer 

Nominal (Payroll) to be paid, if you 

have "clicked" continue.



Payroll System

If you have finished entering the 
Destination Account Data, it will 
return to the Payroll Contents
display menu.  

Select Add Register if you want 
to add the Payroll destination 
account number.



Payroll System

Enter Payroll Contents data 
From the Transfer List, 
"click" the pick list that is 
already available.  Then 
select Continue.



Payroll System

When finished, a display like 
this will appear, then "click" 
Continue.



Payroll System

After all Destination Account 
Data has been inputted, it will 
return to the Payroll Contents 
display menu which is complete 
with 2 (two) recipient accounts 
in it.



Payroll System

Input payroll data using Upload 
File, use CSV file data, then "click" 
Upload File.



Payroll System

On this page there are 
conditions in creating files for 
then to be uploaded.



Payroll System

How to create a table to be uploaded using Ms Excel, the first row heading after being used as help as below, is to 

be removed if it is no longer used.

And the Total cell as a helping information is also removed when you want to convert to .csv file.



Payroll System

After completely filled the 
document, then save your 
file in CSV form like the 
example.



Payroll System

If it is completely filled, then save your file in CSV form as shown below.csv file can be opened 
to check the format again using the Notepad application.



Payroll System

Upload Payroll 
Contents, then "click" 
choose file to 
determine the .csv file 
that has been 
prepared. Input is also 
Number of Rows and 
Nominal Total.



Payroll System

Run Payroll with the 
selected Payroll Name
(pick list) then click 
Continue to make a 
transaction.


