
Employee List

To set up Employee Accounts, 

Click the Employee Lists Button



Two options to add employees: 

1. Bulk Upload – Download the template, fill out required fields, and import. 

2. Manual Entry – Add employees individually. 

Required fields: First Name, Last Name, Employee ID, Joining Date, Email, Username, Password, Role, 

Branch, Department, Designation, Employment Status. 

Employee List



To navigate to the 201 Form, Click the Eye Icon/View Button.

Employee List



Update and maintain employee records, including: 

● Basic & Personal Information 

● Emergency Contact Details 

● Salary & Contribution Computation 

● Government Details 

● Bank Information (optional) 

● Family & Education Background 

● Work Experience 

● Attachments (PSA, NBI, Medical, etc.) 

Note: When updating salary details, always set an 

effective date. The system will automatically 

deactivate the old salary record and apply the new 

rate for accurate payroll calculations. 

Employee 201 Form



To navigate to the Salary Record, Click the Eye Icon/View Button.

Employee 201 Form



*** You can track each employee’s salary details in this section. The system automatically follows the active and most 

recent effective date when computing salaries. Once a new salary rate is added, the previous record becomes inactive, 

ensuring accurate and up-to-date payroll computation.

Salary Record on 201 File



*** In the Allowance Record section, you can assign specific allowances to employees based on the defined Payroll Items. 

You may override the amount and calculation basis directly within this section—whether it’s Fixed, Per Attended Day, or 

Per Attended Hour—for flexible and precise allowance management.

Allowance Record on 201 File


