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1. Go to Company Setup >>Utility>>Export/Import, click on Template>>tick on 

Dynamic Bonus Import>> click on  

 

2. Select the bonus code that you would like to import>>click save 
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3.  Click EXPORT TO EXCEL to download template 

 

 4.  Fill up the template as below, and DO NOT CHANGE the sheet name as circled.  

 

 

 

 

6. Go to ‘Run’, tick on the template name that you want to import>>Choose your 

file to import>>Click start button 

 

 

Column A – Employee ID 

Column B – Bonus amount to pay 
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7. You may check on employee count and period. 

 

8. If you confirm, the record count is correct, you may proceed to click ‘Go to 

Payroll’. 

 

9. (Optional) Click on Check Sum to check the total amount and you may ‘Export 

details’ to confirm again. 
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10. If the import details are correct, make sure you select the correct period and 

cycle>>Click on ‘Process’.  

***NOTE: 

Default cycle is End month, if you want to import to Bonus cycle kindly select as 

“B” 

 

 

 

11. After you processed, you can see bonus being imported to modify record. 

NOTE: 

If you import to END MONTH CYCLE, go to MODIFY RECORD>>PAY RECORD 

If you import to BONUS CYCLE, go to MODIFY RECORD>>BONUS RECORD 

 

-END- 


