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1. Payroll 

This function allows users to upload and process employee payroll, which will 

automatically credit employee accounts. 

1.1 Submit 

Follow these steps to create a Payroll transaction in the Transfer Management 

menu: 

1. From the Prime Cash main menu, click Transfer Management, then click Payroll. 

The Payroll page will appear. 
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2. Select Funding Source (Required). 

3. Enter File Upload (Required). 

4. Click the Download Template link to download the template file. 

5. Enter the Payroll Title (Optional). 

6. Enter the Instruction Mode (Required). 

7. Select the Expiration Date (Required). 

8. Check the Mark this Transaction as Urgent box (Optional). 

9. Click the Upload button. The Payroll Upload Results pop-up will appear. 

10. Click the OK button. The Submit Payroll page with the uploaded file in the File 

Upload List will appear. 

11. Click the Reload button to refresh the File Upload Process. 

12. Click the File Name link. The Payroll Details page will appear. 

 

13. The following buttons will appear on the Payroll Details page: 

a. Back button to return to the previous page. 

b. Cancel Transaction button to cancel the transaction. 

c. Download File button to download the file. 
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d. Confirm button to continue the upload process. 

14. Check Terms & Conditions (Required). 

15. Click the Confirm button. The Payroll Submission Confirmation page will appear. 

 

16. On the Transfer List page, click the Document icon in the Actions column. The 

Transfer Details page will appear. 
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17. Click the Close button to close the Transfer Details page. 

18. Click the Submit button. The Payroll Submission Results page will appear with the 

message "This transaction is pending approval.". 
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19. Click the Download button to download the page or click the Finish button to return 

to the Payroll page. 

20. Transactions that have been submitted must be approved by the approver in the 

Pending Task. 
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1.2 Delete 

Here are the steps to delete an Upload List from the List: 

1. From the Prime Cash main menu, click Transfer Management and then click 

Payroll. The Payroll page will be displayed. 

 

2. Check the list of uploaded files you want to delete and then click the Delete button. 

The Delete Recording pop-up page will appear. 
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3. Click the Cancel button to return to the previous page or click the Delete button to 

continue the process. 

4. Click the Delete button. The Delete Results page with the message "Deleted 

Successfully" will appear. 

 


