
 

 

Steps to perform increment / pay cut. (For small group of employees) 

1. Login to effective pay cut period. 

 

2. Go to EMS >Employee > Career 

 

3. Click on New to add a progression record. 

 

 
 

4. Click on  to add in new progression code,  

 
 

If the code does not exist in the listing. You may create a new code by 

click on Add New. 

 

 
 

 

 

 

 

 

 



 

 

 

The Career Progression Code Maintenance Table will be prompted, if 

the code has not been created. Type in your preferred description. For 

example: PAY CUT  

 

 
 

Click on Save & view list and the code is created. 

 

5. Next, key in increment/pay cut effective date under Progression Date. 

You can either indicate pay cut amount under Increment or New salary 

after pay cut in New Salary field, when done click on Save button. 

 

 
 

 

 

 

 

 

 

 

 



 

 

 

6.  To view up dated record go to EMS > PAY ITEM. 

 

 

 

-END- 

 


