
Importing of Batch Allowance/Deduction/Bonus using Excel 

 

 

  
Page 1 

 
  

 
TIMES PAYROLL 8.0 GUIDE 

 
 

(Importing of Batch 
Allowance/Deduction/Bonus Using 

Excel) 
 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 

 
 
 
 
 
 
 
 

Author: Henry Law 
Created: 22nd Feb 2010 

 

 

TIMES SOFTWARE PTE LTD 
Company Registration Number: 199804415D 

10 Jalan Besar #16-03 Sim Lim Tower 
Singapore 208787 

Tel: (65) 6295-1998 Fax: (65) 6295-0998 
http://www.timesoftsg.com.sg 

 

 

 

 

 

Last Revised By Date 

Li Guan Hui 19th Apr 2010 

  

http://www.timesoftsg.com.sg/


Importing of Batch Allowance/Deduction/Bonus using Excel 

 

 

  
Page 2 

 
  

Importing of Batch Allowance/Deduction/Bonus 
Using Excel 

 
 

This guide will show you how you can import the data you have from an Excel spread sheet 
to the Time Payroll software to process a Mid Month payment for commission, paying of 
bonuses in the Bonus Cycle and lastly paying of miscellaneous payment in a Special 
cycle. 
 
The user has to prepare an Excel file following the same format as shown below. 
 

 
 

1. Excel Import to Mid Month Cycle (Only Applicable for Companies 
who has Mid Month payment) 
 
You will need to log in to the correct period to do process the Mid Month payment. 
 
 

 
Figure 1.0 

 
 

1.1 After login in to Mid Month, proceed to process the payroll. 
 
 
 

 
 
 
 
 
 
 
 

Figure 1.1 
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1.2 After processing the Mid Month Pay Record, proceed to ‘Custom Add-On’ at the 

main menu and select the ‘Bonus/Allowance Data Import’ option. 
 
 

 
 
 

 
 

 
 
 
 
 
 
 
 

Figure 1.2 
 

 

1.3 Select the allowance code that you wish to payout from the drop down menu. 
 
Select the excel file that you have prepared. 
 
Enter the respective excel column for the Employee Code and Payment Amount. 
For instance, under Column A and Column B in my excel sheet, I have list out the 
employee number under Column A, and the amount under Column B. 
 
Select the pay period as ‘Mid Month’ and click ‘Process’ button. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Figure 1.3 
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Proceed to Modify Record and select ‘Modify Pay Record’ option. Under the ‘Allowance / 
Deduction’ table you should be able to see the import of the allowance. 

 

 

 

 

 

 

 

 

 

 
Figure 1.4 

 

2. Excel Import to End Month Cycle 

 
You will need to log in to the correct period to do process the End Month payment. 
 

 

 
Figure 2.0 

 
2.1 Proceed to process the payroll for this month.  
 

 

 
Figure 2.0 
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2.2 After processing the End Month Pay Record, proceed to ‘Custom Add-On’ at the main 
menu and select the ‘Bonus/Allowance Data Import’ option. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 2.1 

 
 
 

2.3 Select the allowance code that you wish to payout from the drop down menu. 
 
Select the excel file that you have prepared. 
 
Enter the respective excel column for the Employee Code and Payment Amount. For 
instance, under Column A and Column B in my excel sheet, I have list out the employee 
number under Column A, and the amount under Column B. 
 
Select the pay period as ‘End Month’ and click ‘Process’ button. 

 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

Figure 2.2 
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3. Excel Import to Bonus Cycle 

 

If you would like to import your data from the excel sheet into the Bonus Cycle, you will 

need to process the Bonus Cycle first. 
 

3.1 Proceed to ‘Process Payroll’ and then select the ‘Bonus Record’ option. You can 
follow the settings below as shown in Figure 3.0. Please make sure the ‘Fixed 
Amount’ is set as ‘0’. 

 

 
 

Figure 3.0 
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3.2 Click the’Process’ button. Then proceed to ‘Modify Pay’ and select ‘Modify Bonus 
Record’ option. You should see the Bonus Code with a ‘0’ Amount under the 
‘Allowance/Deduction’ table as shown in Figure 3.1 

 

 
Figure 3.1 

 
3.3 After that proceed to ‘Custom Add-on’ and select the option ‘Bonus/Allowance Data 

Import’ 
 
 

3.4 Select the same allowance code that you have used. 
 
Select the excel file that you have prepared. 
 
Enter the respective excel column for the Employee Code and Payment Amount. For 
instance, under Column A and Column B in my excel sheet, I have list out the 
employee number under Column A, and the amount under Column B. 
 
Select the pay period as ‘Bonus’ and click ‘Process’ button. 
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Figure 3.2 
 

3.5 Proceed to ‘Modify Pay’ and select the ‘Modify Bonus Record’ option. You should 
be able to see the amount that is imported from the excel. 
 

 
Figure 3.3 
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4. Excel Import to Special Cycle 

 
If you would like to import your data from the excel sheet into the Special Cycle, you will 
need to process the Special Cycle first. 

 
4.1 Proceed to ‘Process Payroll’ and then select the ‘Special Record’ option. You can 

follow the settings below as shown in Figure 4.0. Please make sure the 
‘Percentage Amount’ is set as ‘0’. 

 
 
 

                                                          Figure 4.0 
 
 

4.2 Click the’Process’ button. Then proceed to ‘Modify Pay’ and select ‘Modify 
Special Record’ option. You should see a ‘0’ as shown in Figure 4.1 

. 

 
 
 
 
 
 
 
 
 
 
 
 

Figure 4.1 
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4.3 After that proceed to ‘Custom Add-on’ and select the option ‘Bonus/Allowance 

Data Import’ 
 
 
4.4 Select the same allowance code that you have used. 

 
Select the excel file that you have prepared. 
 
Enter the respective excel column for the Employee Code and Payment Amount. 
For instance, under Column A and Column B in my excel sheet, I have list out 
the employee number under Column A, and the amount under Column B. 
 
Select the pay period as ‘Special and click ‘Process’ button. 

 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 4.2 
 

4.5 Proceed to ‘Modify Pay’ and select the ‘Modify Bonus Record’ option. You should 
be able to see the amount that is imported from the excel. 
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Figure 4.3 

 
 
 
 
 
 
 
 
 

- End - 


