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Steps to import increment / pay cut. (Mass Upload) 
 
PART A 

CREATE A NEW CAREER IMPORT BY NEW SALARY TEMPLATE 
1. Go to Setup > Utility 

 
 

 

2. Go to Export/Import> Template 
 

3. Click on ADD> key in the template name as CAREER IMPORT BY 
NEW SALARY then click on SAVE button. 
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4. Tick on check box beside  icon. 
  

 

 
5. Then click on ADD COLUMN > Under Table Name column select 

“Career” > for Column Name field please refer to screenshot below > 
when you are done, click on Save button. 
 
-EMP_NO, CODE 
-PROGRESSION_DATE 
-PAY_EFFECTIVE_DATE 
-NEW_SALARY 
-REMARKS  
 

 

 
Please note that all these fields are mandatory. 
 

6. This is compulsory a compulsory action. 
Please key in ",",HEADER DELETE in Condition Value as screenshot 
below then click on ‘Save’ button. 
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7. Go to Scheduler Tab > Click on ADD button > key in the as per 
screenshot shown below: 
Name: CAREER IMPORT BY NEW SALARY 
Logic: DATA IMPORT (EMPLOYEE TAB) 
When ready, Tick on Run and then click on SAVE button. 
 

 
 

 
 

8. Tick beside  icon  > Click on ADD button > Select Template : 
CARRER IMPORT BY NEW SALARY as per screenshot below > Key 
Sheet1 in Table Name > Tick the box under Run then click on Save. 
 

 
 

9. Template for career import by new salary created successfully. 
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PART B 
MASS UPLOAD INCREMENT/PAYCUT 

 
1. Go to Template Tab > Tick on CAREER IMPORT BY NEW SALARY, 

click on   icon > Make sure 6 mandatory columns are added as 
screenshot below > then click on Export to Excel 
 

 
 

2. Fill in all the mandatory fields in downloaded excel template. 

 
Format to take note: 
Column B: Make sure Progression Code is existing in the system 
Column C & D (DATE Field): DD/MM/YYYY,  
Column E (AMT) NO “$” dollar sign, NO “,” comma 
Column F (REMARK) Cannot be blank. 
***All the columns in excel template cannot be blank. 
 

Important note:  
a. An employee cannot have 2 records with same date as per 

screenshot below: 

    

If there is a need to import 2 career progressions, you are required 
to create another file with different progression code then upload it 
separately. 
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3. Go to Employee Tab, Click on Choose file button and browse for the 

excel file 
 

 
 

 

4. Highlight the xls file and click on the ‘Open’ button. 
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5. Then click on ‘UPLOAD’ button, follow by ‘IMPORT’ button > You will 
be prompted a Confirm panel and click on OK to continue. 
 

 
 

 
 

6. System will prompt import process completed. Click on ‘OK’ button. 
And the import is done. 
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7. To verify imported records, you can check manually via EMS> 

Employee > Career History Tab. The new salary is reflected as per 
screenshot below:  
 
System will compute increment amount automatically. 

 
 
Gently reminder: 
You may try to import for one employee 1st before import for all 
employee in excel template. 
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FAQ 

 

1. How to generate career progression report? 

Go under ‘Reports’ Icon > Employee Info Reports > Career Progression 

 
 
 
 

Sample Report: 
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2. How to generate report in excel format? 

 
Go to ‘Query’ Icon > Report generator 
 

 
 
Click New Report. Then Key in Report Name and Report Title. 

 
 

Search Employee ID and Employee Name from EMPLOYEE TABLE. 
Click on Employee Code and Employee Name and the number will reflect 
under Column 1 and Column 2. 
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Change to Career table and select from column 3 onwards Career 
Progression Tabs. 
 
Once done, click on ‘Save’ then ‘Preview’. 
 

 
 
By default, system will retrieve latest record. 
Click ‘OK’ to continue. 
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At the preview screen, user has the option to export the report to excel file (  

) or to PDF file (  ). 
 
Sample Excel Report: 

 
 

Sample PDF Report: 

 

 
 
 
 
 
 
 

-END- 


