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Admin User Login 

System Management > User Control > User Management > Select the Assigned User & Amend User Profile 

Update the Payroll with Detail / Payroll Function in Step 2: Account Authorization  

Proceed with 2nd Admin User approval (if any) 
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1 Excel 97-2003 Workbook must be used 

Cash Management > Payroll > 
Payroll File Upload 

File Template Download 

Download Excel payroll 
template1 / Text file 
specification for payment file 
preparation  

1

2

3

4

1

2

3



2 
 

USER SETUP 
PAYROLL FILE 
PREPARATION 

PAYROLL FILE UPLOAD 
PAYROLL 

CONFIRMATION 

                          
 
 
 
 
 
 
 
 
 
 
 
          
 
 
 
 
 
 
 
 
 
 
 
 
 

USER SETUP 
PAYROLL FILE 
PREPARATION 

PAYROLL FILE UPLOAD 
PAYROLL 

CONFIRMATION 

                         
          
 

                   
 

                     
 
 
 

                                                           
2 Only applicable to user with Payroll with Detail function 

Cash Management > Payroll 
> Payroll File Upload 

File Name > Choose File 

Review Payment details2 

Submit for Approval 

Cash Management > 
Confirmation > Payroll 
Confirmation 

Review & Confirm 
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