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We strongly advise that you perform a back-up of your database before doing the data import. 
 
1. Ensure to process the payroll before performing the OT Import. 
2. Prepare the Excel File with format as follows: 

 

Excel File Template Format 

Column A Employee No 

Column B Period 

Column C Cycle 

Column D Allowance Code 

Column E Day 

 
 

3. Save the file as.xls  
 
 
                                                                  Sample OT_Data template 
 

 
 
 
 
 
 
 
 

2. Go to Custom Add-on > Batch Data Entry  
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4. Click on Setup 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. On Template drop-down list choose ALLOWANCE 
6. Set the Field_Code and Column_No based on the excel file (sample is OT_Data.xls) 
7. Click on Close  
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8. Go to Import 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

9. Click on  to browse the excel file. 
10. On Starting Rows textbox key in 0. 
11. Set the Template as Template5-Allowance 
12. Click on Import button 

 

 
 
 

13. Upon successful import, system will prompt completed. 
 
 
 
 
 
 
 
 

 
14. Click on OK button 
15. Click on Close. 
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16. The list of employee and days being imported will be shown on Allowance tab. 
17. Verify and check if the imported data is reflected correctly. 
18. Click on Close. 

 

 
 

 
19. Go to Custom Add-on > Batch Data Transfer 
20. Select the Cycle 
21. Click on Process button to transfer the Allowance to Modify Record. 
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22. Click on Close 

 

 
 
 
 

23. Go to Modify Record to check the Allowance imported. 
 

 
 


