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Login
Domain: https://fsfc.easycloudhr.com/security/login

Company Setup

Screenshots Sample Data Action

Logging in Username: admin
Password: easyfis

1. Go to the EasyHR Domain
(fsfc.easycloudhr.com)
2. Enter the username and password
3. Click the login button

Forgotten password Username: david123 1. Enter the username
2. Click forgot password
3. Enter the registered email address
and click submit
4. User will receive email instructions
to create new password



Setup company based on the company’s preferences

Screenshot/Steps

1. Open company module

2. Enter company details

3. Set approvers



4. Setup company settings



5. Add Company Announcement

6. Add announcement and select date



Employees Setup
Import employee masterfiles

Screenshot/Steps

1. Open employees module

2. Set the payroll group in the settings

3. Import/download the masterfile



4. Click ‘import’ button to upload masterfile

Shift Setup
Setup shift schedules.

Screenshot/Steps

1. Open the shift module



2. Click 'Add' button

3. Setup shift preferences

4. Save and lock the shift details

Year Setup
Setup year
Note: Always make sure the current Year is locked.



Screenshot/Steps

1. Open the year module

2. Click 'Add' button

3. Setup holidays

4. Setup leave credits





Other Income Setup
Setup other income list

Screenshot/Steps

1. Open the other incomes module

2. Click 'Add' button and enter the other income details



Other Deductions Setup
Setup other deduction list

Screenshot/Steps

1. Open the other deductions module

2. Click 'Add' button and enter the other deduction details



Users and User Rights Setup
Setup user account and rights

Screenshot/Steps

1. Open the users module

2. Click 'Add' button

3. Setup module rights



4. Setup payroll group rights

Change Shift Setup
Setup change shift application

Screenshot/Steps

1. Open the DTR change shift module

2. Click 'Add' button



3. Setup cut-off start date

4. Setup cut-off end date

Leave Application Setup
Setup leave application

Screenshot/Steps

1. Open the leave application module



2. Click 'Add' button

3. Setup cut-off start date

4. Setup cut-off end date



Overtime Setup
Setup overtime application number

Screenshot/Steps

1. Open the year module

2. Click 'Add' button

3. Setup cut-off start date



4. Setup cut-off end date

I n DTR Upload
Import and compute salary

Screenshot/Steps

1. Open the DTR module

2. Click 'Add' button and set up the cut-off period



3. Click ‘import’ button to import DTR

4. Click ‘compute’ button to initiate salary computation

Loans Setup
Setup employee loans

Screenshot/Steps

1. Open the loans module



2. Click 'Add' button

3. Select an employee from the list

4. Enter the loan and amortization amount



Payroll Other Income
Setup payroll other income

Screenshot/Steps

1. Open the payroll other income module

2. Click 'Add' button

3. Click ‘Download OtherIncome’ button to extract fixed other incomes



4. Click ‘Add’ button to manually add other incomes

Payroll Other Deductions
Setup payroll other deductions

Screenshot/Steps

1. Open the payroll other deductions module

2. Click 'Add' button



3. Click ‘Get Loan’ button to extract unpaid loans

4. Click ‘Add’ button to manually add other deductions



Payroll Processing
Process payroll from DTR

Screenshot/Steps

1. Open the payroll module

2. Click 'Add' button and enter payroll details

3. Click ‘Download DTR’ button



4. Click ‘Compute’ button

Reports Extraction
Download/print a report

Screenshot/Steps

1. Open the Reports tab

2. Setup report filter preferences



3. Click ‘View’ button to view PDF file

4. Click the printer icon to print the PDF file

5. Click the download icon to download the PDF file



6. Click ‘CSV’ button to export a CSV file

Employee Portal
Verify in 201-File if employee details are correct

Screenshot/Steps

1. Login using employee credentials



Employee Portal - OT Application
Applying for OT

Screenshot/Steps

1. Open the OT Application tab

2. Click 'Add' button

3. Select the OT Application number



4. Setup OT Date

5. Click ‘Convert to Offset Credits’ if preferred

Employee Portal - Leave Application

Screenshot/Steps

1. Open the Leave Application tab



2. Click 'Add' button

3. Select the leave Application number

4. Setup leave Date



5. Click ‘Half-day’ if preferred

6. Click ‘With pay’ if preferred



Employee Portal - Change Shift Application

Screenshot/Steps

1. Open the Change Shift Application tab

2. Click 'Add' button

3. Select the Change Shift Application number



4. Setup Change Shift Date

Employee Portal - Approver
Approve pending Overtime/leave/change shift request

Screenshot/Steps

1. Open the Approver tab

2. Select an application number to see the pending applications



3. Open a pending request

4. Click ‘Approved’ or ‘Deny’ button

Employee Portal - Payslip Viewing

Screenshot/Steps

1. Open the Payroll tab



2. Select the payroll number you want to check

3. Click ‘View’ button


