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Part-A @ Ol

Step 1: Go to Dashboard, then select Document Vault

From the main Dashboard,Select Document Vault from left Panel.
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Step 2: Select Payroll, then select Account setting @

From the menu, select Payroll, then select Account setting to access

payroll and account configuration.
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Step 3: From Account setting, select Pay details, then click + icon

Under Account setting, select Pay details, then click the + (plus) icon to add new pay

details.

Account Settings

DropDown Setting  Salary Ingredients  Constant Deduction, Overhead Expense  Manual Costing

Bulk Verify £ Export =] @

#  Employes Mame Valid From Payment Mode Account Name Bank Account Number IFSC Code  Constant Deductions Salary Component MNotes  Status Action

1 Kamal Sharma 01/03/2025 MNEFT Kamal - - - - Verified Edit Delete

Step 4: Client access

To give the client access to a document, use the client access option and select Yes or No for

that document.
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Part-B

Step 1: Go to Dashboard, then select then select Profile setting

From the Dashboard, click Profile setting (profile icon in the top right) to open your profile &

organization settings.
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Step 2: Select Import utility, then select HRMS

Select Import utility. From the options (Clients, Task, Billing, HRMS, Document vault), select

HRMS to import HRMS data.
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Step 3: Upload pay details

From the options given, select Pay details. The import options under HRMS typically include:
e 1. Employee
e 2. Pay Details

e 3. Payable Days

Profile  HRMS Pa\'@uliritanon Accounts | Services | Settings o & G

B oo utiiiey
5. No. Title View Upload Excel Action
1 Empioyes - L Upload ee
2 Pay Detalls L &L Upload Pay Detalls
3 Payable Days - L Upload Payable Days

e Download the sample Excel file and prepare your data according to the guidelines
mentioned in the sample Excel file.

e Click Click to upload and upload your prepared Excel file.

Excel Import View Upload Excel b4

Download the sample Excel file and prepare and upload the Excel file below
according to the guidelines mentioned in the sample Excel file.

L Click to Upload




