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

Company Setup
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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

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
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Setup company based on the company’s preferences

Screenshot/Steps

1. Open company module
»0®
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Wijmo Evaluation Version (5.20202.699)

3. Set approvers
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4. Setup company settings

h Edit Company Detail

Detl Approver

Announcemen:

o

O Multipe Breaks.

Is Show Non-Taxabie Income
O 10T Taxable

00 1 Rest Dy Tacable

O 1 NightD Tasable

O 1= Premium Taxsble.

0 1 Holdsy Taabie

O 1= Additonal Allowance Taxable

‘Wijmo Evaluation Version (5.20202.699)

s Show Monthly Rate
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01 Reguiar Holiday Pay
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O Undertime Deducton
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5. Add Company Announcement

& Edit Company Detail

Deta Approver Announcement

6. Add announcement and select date

<
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Employees Setup
Import employee masterfiles
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Screenshot/Steps

1. Open employees module
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2. Set the payroll group in the settings

s x | @ x

« c fsfceasydoudhr.com; o B % *»0® :

H 2 pdmin @@ D
luman
" Incubator

By o

¥ Employes

2
S35 rcatory ks

R -

5
g

13 Gherlrcome
7 Gther Deductions

Users

Q ow v

.20202.699)

3. Import/download the masterfile
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 Wijmo Evaluation Version (5.20202.699)

Shift Setup
Setup shift schedules.

Screenshot/Steps

1. Open the shift module

*»0® :
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2. Click 'Add' button
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b s,

. shift Code Detall
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. o o o o o o[ e
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3. Setup shift preferences

Wijmo Evaluation Version (5.20202.699)

4. Save and lock the shift details

*»0® :

2 Admin @@ D

3] Shift Code List

(Y ey
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Other Income

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

»0® :
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1. Open the year module
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Other Deductions

3. Setup holidays

Wijmo Evaluation Version (5.20202.699)

4. Setup leave credits
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Other Income Setup
Setup other income list
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Screenshot/Steps

1. Open the other incomes module
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Other Deductions Setup
Setup other deduction list
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Screenshot/Steps

1. Open the other deductions module

»0® :
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Wijmo Evaluation Version (5.20202.699)

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

Other Deduction Detail
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Users and User Rights Setup
Setup user account and rights

Screenshot/Steps

1. Open the users module
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2. Click 'Add' button
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4. Setup payroll group rights

Incubator
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Change Shift Setup
Setup change shift application

Screenshot/Steps

1. Open the DTR change shift module
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3. Setup cut-off start date
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Leave Application Setup
Setup leave application

Screenshot/Steps

1. Open the leave application module
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Gamma 003013 Version

BB | eave Application Detail
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4. Setup cut-off end date

B eave Apolication Detail
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Overtime Setup
Setup overtime application number
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Screenshot/Steps

1. Open the year module
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2. Click 'Add' button
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4. Setup cut-off end date
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In DTR Upload
Import and compute salary

Screenshot/Steps
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en the DTR module
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3. Click ‘import’ button to import DTR

P
Ill!l 2" DTR Detail EE=E
ancubator
0000000002 ACTIVE 22 | v || o Mo -
B Dashboard
oue ouesin - AP SUMMARY TEST
Q sewp 572572023 B s B suspm al

o

¥ lemeAoplcaion ¥ Coange Shif -

Tpe T R ML Shift
REGULA.

[ror [ cro ] o0 ] cmsn

v

@ croncesnin

Sy Leave Appiication

INL
900 AM

Tooun T N2

Branch T Employee

EMPLOYEE, DEFAULT T.2.

5/1/2023
5/2/2023

S00AM ..

Overtime Application

EMPLOYEE, DEFAULT T. 2. REGULA. 900 AM... 00 AM

EMPLOVEE, DEFAULTT 2. 5/3/2023  REGULA 900 AM .. %00 AN 600PM
EMPLOYEE, DEFAULTT2. | 5/4/2023  REGULA 900 AM .. %00 AM 500 PM
EMPLOYEE, DEFAULTT 2. 5/5/2023  REGULA 900 AM... %00 AM 500PM

EMPLOYEE, DEFAULTT 2. 5/6/2023  REGULA. ¥ | 900 AM

EMPLOYEE, DEFAULTT 2. 5/7/2023  REGULA. ¥ | 900AM

preprodhiapiio £ @

u £ o oecsi
ancubator
0000000002 ACTIVE 2023 M admin M admin e admin . M

Dashooard

one s e PAYSLP SUMVARY TEST
s/25/2073 [ B oo [a}
ot s 7| lewhogioion < | et )
@ crangesnic
iy Leave Applcation Edit Delete  Branch T Employee T oDme T Tpe T R M.Shit T N UL T N2 T Ul T d.

s Cesu EMPLOYEE, DEFAULT 5/1/2023 REGULA.. GO0AM .. $:00 AM 600 PM
K Overtime Applcation

=1 EMPLOYEE, DEFAULTT2. | 5/2/2023 | REGULA 900 AM.. 900AM 5007

- .| EMPLOVEE, DEFAULTT2. 5/3/2023  REGULA 900 AM.. 900AM 6009M

- crau EMPLOYEE, DEFAULTT 2. | 5/42003 | REGULA 00 AM . 900 AM 5009

Payrol e EMPLOYEE, DEFAULTT2. | 5/5/2023 | REGULA 00 AM.. 900AM 5007

O | EMPLOVEE, DEFAULTT.2. | 5/6/2023 | REGULA. ¥ | 900AM
T EMPLOVEE, DEFAULTT.2. | 5/7/2023 | REGULA. ¥ | 900AM

hr-precrodhi-apiio § @

Loans Setup
Setup employee loans

Screenshot/Steps

1. Open the loans module

o

u
m
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2. Click 'Add' button

1) kit Loan Detail
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Payroll Other Income
Setup payroll other income

Screenshot/Steps

1. Open the payroll other income module
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2. Click 'Add' button
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Cebu Business Park,

Cebu City, 6000 Philippines

MANILA OFFICE
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San Miguel Avenue, Ortigas Center,
San Antonio, Pasig, 1605
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4. Click ‘Add’ button to manually add other incomes
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Payroll Other Deductions
Setup payroll other deductions

Screenshot/Steps

1. Open the payroll other deductions module
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3. Click ‘Get Loan’ button to extract unpaid loans
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4. Click ‘Add’ button to manually add other deductions

<« c prepr dhr.com »0O®

u
Ehcubator

[ ¢4
oo Payroll Other Deduction Detail

rti et
NA

0000000002 ACTIVE 2023 T

b chededs ooy

oue e
saspos & agmn admin admin

Other Dediucton Line:

B Payrol

B Loans

|3 OtherIncome

Amount T Particul

DEFAULT TEST EMPLOYEENA  Salary Advance 1000 NA

»

o
&7, Other Deductions.

S Payroll Created By: Administator Created DateTime: Mey 25 2023 152PM. Updated By: Adminstrator Updated DateTime: May 25 2023 1:53M

€ roral

hitpsi/easyh-preprodii-apiic § @




~ Human
Incubator

Payroll Processing
Process payroll from DTR
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CEBU OFFICE

Unit 1001A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines

MANILA OFFICE

Unit 1103 Jollibee Center,

San Miguel Avenue, Ortigas Center,
San Antonio, Pasig, 1605

Metro Manila, Philippines

Screenshot/Steps
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4. Click ‘Compute’ button

Reports Extraction
Download/print a report

Screenshot/Steps

1. Open the Reports tab
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3. Click ‘View’ button to view PDF file
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6. Click ‘CSV’ button to export a CSV file
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Employee Portal
Verify in 201-File if employee details are correct

Screenshot/Steps

1. Login using employee credentials
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Employee Portal - OT Application
Applying for OT

CEBU OFFICE

Unit 1001A 10/F Keppel Center
Samar Loop cor.Cardinal Ave.,
Cebu Business Park,

Cebu City, 6000 Philippines

MANILA OFFICE

Unit 1103 Jollibee Center,

San Miguel Avenue, Ortigas Center,
San Antonio, Pasig, 1605

Metro Manila, Philippines

Screenshot/Steps

1. Open the OT Application tab
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2. Click 'Add' button
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4. Setup OT Dat
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5. Click ‘Convert to Offset Credits’ if preferred
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Employee Portal - Leave Application

Screenshot/Steps

1. Open the Leave Application tab
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2. Click 'Add' button
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3. Select the leave Application number
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5. Click ‘Half-day’ if preferred
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6. Click ‘With pay’ if preferred
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Employee Portal - Change Shift Application

MANILA OFFICE

Unit 1103 Jollibee Center,

San Miguel Avenue, Ortigas Center,

San Antonio, Pasig, 1605

. Metro Manila, Philippines
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Screenshot/Steps

1. Open

the Change Shift Application tab
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Employee Portal - Approver
Approve pending Overtime/leave/change shift request

Screenshot/Steps

1. Open the Approver tab
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3. Open a pending request

4. Click

‘App

roved’ or ‘Deny’ button

LA - 0000000002

Employee Portal - Payslip Viewing

Screenshot/Steps

1. Open the Pay

roll tab
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2. Select the payroll number you want to check
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