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Index: 

1. Change Role Center 

2. Setting parameters: 

i. Import basic data 

ii. Create payroll period list 

3. Add a new employee 

4. Calculate the payroll 

Home Page 

1. First, you need to change Role 
Center. 
Please follow the steps. 

 
 
 Search “profile” 
 Add new 
 Fill the information: 

 Profile ID: PAYROLL 
 Description: TW.KSPAYROLL 
 Role center ID: 52145422 

 Click 【My Setting】 

 Change role center to TW.KSPAYROLL 

 Click 【OK】 
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Home page 2. Then you can see the Role Center 
for Payroll. 

 

Home page 
3. In【XmlPort Import/Export】 

Click “Basic Data Import” 
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Payroll Period 

List 

4. In 【Payroll Period List】 

Click “Aciton” > “New Document” >  
“Create Period” 
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After setup completed, then you can create an employee for payroll calculate. 
 

 
 

 

Home Page 
1. In 【Home Page】, Click employee 

list add a new employee 
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Employee List 

2. In 【Employee List】, add an 

employee 
 
In General: 
 No.: E0010 
 First Name: Jacuzzi 
 Middle Name: Stenly 
 Last Name: Czeslaw 
 Job Title: Designer 
 Initials: SCZ 
 Search Name: SCZ 
 Gender: Female 
 Company Phone No.: 0678-1234-5466 
 Company Email: 

kevin_ho@ksinform.com 
 Card No.: AA1028 

 Chinses Name: 詹凰邇 

 

In KSI communication: 
 DEPT.:D24 
 Department Name: AD Dept. 
 Work Year Adjustment(Month): 6 
 

In Address & Contact: 
 Address: 10 High Street 
 City: London 
 Post Code: CA-ON N6B 1V7 
 Country/Region Code: CA 
 Private Phone No.: 1234-6545-5649 
 Extension: 3545 
 Direct Phone No.: 0678-1234-5466 
 Private Email:  JSC@cronus-

demosite.com 
 

In Administration: 
 Employment Date: 1999/1/1 
 Status: Active 
 Marriage: Single 
 Payroll Type: Monthly 

mailto:kevin_ho@ksinform.com
mailto:JSC@cronus-demosite.com
mailto:JSC@cronus-demosite.com
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 Calendar Code: BASE 
 Tax Option: Table 
 Kind of Income Tax: Local 
 

In Personal: 
 Birth Date: 2000/3/10 
 

In Payment: 
 Employee Posting Group: EMPLEXP 
 Application method Manual 
 

In Employee Payroll List, add two 
lines: 
 E0010, 詹凰邇,A1,Payroll,35000, ,yes 

 E0010, 詹凰邇,W1.Emp 

Welfare,1000, ,no 
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Payroll 

Calculation 

3. In 【Role Center】,  

Click ”payroll period list” >  
click on line “201810” > 
Action > “New Document” >  
“Calculate Payroll” 

 

Then go to “Payroll Header” & “Payroll 
List” on Role Center, you will see the 
change. 
 

Last, go Role Center, click “Monthly 
Salary Slip” >  
Name = 201810 > “Send to” > Excel > 
open 
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