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

EMPLOYEE RECURRING ALLOWANCE>> click on  

 

2. Click EXPORT TO EXCEL to download template  
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 3.  Fill up the template as below, and DO NOT CHANGE the sheet name as circled.  

 

 

 

4. Go to ‘Employee’, tick on the template name that you want to import>>Choose 

your file to import>>Click start button 
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5. After Upload, click on “Import” button. 

 

6. Click on “OK”. 

 

7. Once completed, system will prompt message as below. 

 



                             How to do Recurring Allowance Import 
 

5 
 

8. To verify imported records, you can check manually via EMS> Pay 

Items>Allowance deduction tab. Recurring allowance is reflected as per 

screenshot below. 

 

 

Gently reminder: 

You may try to import for one employee 1st before import for all employee in excel 

template. 

 

 

-END- 


