
Asset Management

To control anything 

Payroll related, just 

Click this button



Before running payroll, ensure that: 

● All employee salary details are updated. 

● Contribution types are configured. 

● Custom earnings, deductions, and allowances (if any) are set. 

● All employee requests (e.g., leave or overtime) are approved. 

Note: Payroll processing accuracy depends on the completeness of employee data and approval of requests. 
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1. Payroll Items 

If System Computation is selected for contributions, the system will automatically follow DOLE’s latest 

tables. 

● Contributions: SSS, PhilHealth, Withholding Tax, OT, De Minimis 

● Additional sections: Earnings, Deductions, Allowances 

● Quick links to official contribution tables are provided. 
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2. Earnings & Deductions 

● Define the type of earning/deduction to add. 

● Required fields: Name, Calculation Method (Fixed or Percentage), Taxable/Non-taxable, Assigning 

Type (Manual or All employees), and optional Description. 

Difference: 

● Fixed: Enter the total amount. 

● Percentage: Define the percentage of the employee’s earnings to apply. 
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3. Allowances 

For automated allowances that accumulate daily or hourly: 

● Input Allowance Name 

● Select Calculation Basis (Fixed, Per Attended Day, Per Attended Hour) 

● Define Taxable/Non-taxable 

● Choose Assignment Type (Manual or All employees) 

Difference: 

● Fixed: Total amount of allowance. 

● Per Attended Day: Amount accumulates per day worked. 

● Per Attended Hour: Amount accumulates per hour worked. 
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4. Payroll Batch 

● Group employees into batches (e.g., Batch 1, Batch 2) for easier payroll processing. 

● Assign each employee to a batch or group. 
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5. Bank File Export 

● Generate salary disbursement files in CSV or DAT format. 

● After payroll processing, export the bank report and upload it to your bank for disbursement. 
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Payroll processing has three steps: 

1. Filter—Select payroll type (Normal, 13th Month, or Final Pay), cut-off period (1st half, 2nd half, or weekly), 

transaction date, and assignment type (Manual or Batch). 

a. Contribution Deduction Options: 

i. Half: Deduct half contribution 

ii. None: Exclude contribution 

iii. Full: Deduct full month contribution 

2. Process—Click the Process button to calculate payroll. Employees selected will be listed with calculated 

details. Adjustments can be made before finalizing. 

3. Generate—Select employees, apply bulk actions, and generate payslips. Payslips are instantly available for 

employees in their portal. 
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Additional Features: 

● Bank Report Export – For salary disbursement. 

● Revert Payslip – Reprocess payroll if adjustments are required. 

● Employee Payslip Access – Employees can view only their own payslips. 
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