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BENEFIT SETUP 
 

1. Go to Employee Profile -> Setup -> Benefit Setup. 

 

 

2. Click on  button to add new benefit type.  
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3. Fill in the Benefit Name, Description and benefit amount (if there is fix may insert the 

amount else tick on the No Limit). 

4. For (D) you may tick for references only. Note: this is for references only, nothing related to 

Payroll. 

5. Once done, click on the  button. 

 

 

6. Go to 2nd tab [Benefits Group and Assign]. 

7. Click  button to create new benefit group. 
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8. Insert the benefit group name and description at (H). 

9. Tick on the benefits type (I) that wish to assign in the Benefit Group. 

10. There is original amount (J) showed but if there is any other difference amount may insert 

under new amount (K). 

11. May tick on the renewal type (L) for the benefit. 

12. Once done, click  button. 
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BENEFIT ASSIGNMENT  
1. Go to Employee Profile -> Administration -> Employee Profile (Admin). 

2. Select the employee name/no. that you wish to assign the benefit.  

3. Click on the [Benefits] tab. 

4. Click on the  button to assign benefit. 

 

 

5. You may select the Benefit Group or you may click on the ‘+ Add Benefits’ to assign 

individual benefit.  

 

 

6. If you assign the Benefit Group, you may insert the Date of issue (H). 

7. Click  button. 
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8. If you assign exception/individual benefit, you may click on the Add on which benefit that 

you wish to add. 

9. After click Add will go to the list and you may click OK. 

 

 

10. You may insert the amount (J) for the benefit. 

11. Insert the date of issue (K). 

12. Click  button. 

 


