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1. Quick system summary 
This is a web-based payroll & employee management system that supports: employee records, 
department management, leave workflows, loans/salary advances, salary calculation, 
deductions, bonus handling, pay slip generation, payments, and reports. Role-based access 
control restricts who can do what.  
 
2. Roles — who does what (at-a-glance) 
 
The system defines six roles: Admin (0), HR (1), HR Manager (2), Head Department (3), User (4), 
CEO (5). Below are the practical permissions and interactions each role has. (Derived from the 
system role list.)  
 

A. Admin (role code = 0) 
 
Full system access (all common/shared/unique permissions). 
Can add/edit employees and departments, manage deductions, calculate salaries, run reports, 
manage payments, edit Company Info. 
Here is screenshot of employee adding page, more explained in next section on adding user 
navigation. 
 

 



 
 
Typical job: system setup, user provisioning, final overrides. 
 

B. HR Officer (Payroll Accountant) (role code = 1) 
 
Manage employee records and departments, approve/reject leaves, perform salary calculations, 
add deductions/allowances/bonuses, run reports, manage payments. 
HR can manage user, updating user data and department, Add Deductions, Allowances, Bonuses 
as Admin Role shown above with screenshots and Approves/Reject Leaves 
 

 
 
 
 
 
 
 



Perform salary calculations 

 
 
Typical job: day-to-day employee lifecycle, payroll inputs, documentation. 
 

C. HR Manager (role code = 2) 
 
All HR capabilities plus Process Salary (approve/authorize salary payments). 

 
 
Typical job: sign-off on payroll before payments. 
 
 
 
 



Head Department (role code = 3) 
Approve/reject leave requests from their department; view common dashboards. 
Typical job: line-manager approvals and headcount oversight. 
 
User (role code = 4) 
 
Access to common user functions only: dashboard, apply for leave, view pay slips, loan/advance 
requests, add signature. 
Typical job: regular employee self-service. 
CEO (role code = 5) 
 
Access to most shared features plus Company Info editing. Can view reports and approve leaves. 

 
 
View various reports 



 
 
Typical job: executive oversight and approvals.  
 
 
3. Common features available to every user 
Home (dashboard), Loans (company/HESLB/salary advance views), Salary Slip view, Add/Update 
digital signature, leave list and Apply for Leaves.  

 
 

 



4. How each role interacts with core processes (step-by-step) 
Side Bar where you can navigate to various pages. 

 
 
 

A. Adding an employee 
 
Who can add: Admin, HR, HR Manager, CEO.  
Option 1 — Single employee (recommended for one-offs) 



Login → go to Employee → Add Employee / New. 

 

 
Fill required fields: 
Employee ID, First/Last name 
Date of birth, National ID / TIN / Tax ID 



Job title, Department, Reporting manager 
Date of hire, Employment type, Work location 
Salary structure (basic salary, allowances) 
Bank name, account number, pay frequency 
Email, phone, emergency contacts 
Attach required documents (ID, signed contract) if the system allows uploads. 
Save. The employee record is created and will appear in the employee list. 

 



 
Option 2 — Bulk import via Excel (recommended for many records) Download the system 
Excel template (Employee import template). 

 
Choose your excel file with employees records to be uploaded 

 
 Use Single click to import multiple employees at once by pressing import button 



 
You can download excel format templates as shown in screenshot above 
 
 
Fill each row with required fields (EmployeeID, Name, Dept, Position, Join Date, Basic Salary, 
Bank Details, TaxID, Email, etc.). 
(Use the template columns and formats as stated in example.) 
Login → Employee → Import → Upload file → Validate. 
Resolve any validation errors and re-upload. Confirm import. 
Notes: After adding, assign the employee to department and reporting manager leave and 
approvals route correctly. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



B. Adding Bonus / Allowance/Overtime 
 
Who can perform this function?  
Admin, HR, HR Manager (via calculate salary functions) — payroll inputs and adjustments are 
normally available to Admin & HR (Payroll Accountant); HR Manager approves payments.  
 
Click the employee you want to add attributes then click what you want to add to employee. 



 
 
After completing filling all bonus/allowance details click save allowance button. 
 
 
 
 
 
 
 



C. Per-payroll bonus (ad-hoc) 
 
Login (HR/Admin) → Calculate Salary for the target pay period. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Scroll down to find calculate salary button. 

 

 
 



 

 



You can view if an employee has a company loan or any other extra charges by clicking 
respective button 

 



 
 



Then Finalize by clicking Calculate salary button

 
 



 

 



 
 
To add salary bonuses and other to employee. 
 
Select the employee(s) → open salary breakdown → choose Add Allowance / Bonus. 
Enter amount, description, taxability (taxable/non-taxable), effective date. 
Save. The bonus will appear in the salary calculation for the pay period. 
 

 



 

 



 

 



 

 
You can repeat the same procedures to add other like company loan, and salary advance. 



D. Recurring allowance 
 
In employee profile → Salary Components → add recurring allowance with frequency and start 
date. 
Save; it will be included automatically when Calculate Salary runs. 
Audit trail: System keeps records of who added the bonus and when. 
 

E. Processing Payroll (end-to-end) 
 
Key actors: HR (data entry), HR Manager (process/approve), Admin/CEO (payments & 
oversight).  
 
1. Pre-payroll checks 
Ensure all employees are active, salary components updated, attendances/leaves reconciled, 
loans & advances recorded, and bonuses/deductions entered. 
 
2. Calculate salary 
HR/Admin → Payroll → select pay period → click Calculate Salary. 
System applies salary structure, allowances, deductions (tax, pension), and loan/advance 
recoveries. 

 
 
 
 



3. Review calculation 
 
HR reviews output lines for anomalies (negative nets, missing tax, duplicate entries). 
 
4. Approve payroll 
 
HR Manager → Process Salary → review calculated payroll → click Approve / Process. (This 
action authorizes payroll for payments.)   

 



 

 
 



5. Generate pay slips 
After approval, generate pay slips: Salary Slip → choose period → Generate/Send pay slips 
(system may email pay slips to employees). 

 
 
6. Make payments 
Admin/Finance → Payment’s module → prepare payment batch (bank transfer file or manual 
entry). Mark payments as paid when confirmed. 
Record payment receipts and reconcile with bank statements. 
 
7. Post-payroll reporting & archiving 
Run payroll summary, tax reports and store pay slips. Lock the pay period if your policy requires. 
 

F.  Deductions (taxes, loans, advances) 
Who can manage: Admin, HR, HR Manager, CEO have varying access to add/update deductions;  
 
 

1. To add/update a deduction: 
 
Employee profile → Deductions → Add deduction (type: tax/pension/loan/advance/LST). 
Enter deduction details: amount or percentage, start date, installments (for loans). 
Save — deduction applied in next calculation. 



 

 



 

 
 

G. Leave management (apply/approve) 
 
Who interacts: Users apply; Head Department, HR, Admin, HR Manager, CEO can approve/reject 
based on configuration.  
 
Employee (User) 



User can apply for leave for certain period by applying on system by navigating to 
Dashboard → Apply for Leave → choose dates, leave type, reason → submit. 
 

 
 

 
 



 
Approver (Head Department / HR / CEO) 

 
 



 
 

 



 
 

 
Notifications appear in Approvals queue → review leave details → Approve or Reject with 
comments. 
System: updates leave balances, triggers notifications. 



 
H. Loans & Salary Advances 

 
Employees request via Loans/Salary Advance module. HR/Admin manage approvals and set 
recovery schedule. HESLB and Company Loan reports available.  
 
 

I.  Reports and exports 
 
Who can run reports: Admin, HR, HR Manager, CEO (Reports permission).  
How to run 
Login → Reports → choose report → set date range/filters → Generate. 
Export options: PDF / Excel / CSV (use Excel for accounting imports). 

 



 

 



 

 



 

 
 



 

 



 
 
 
 
Common reports 
 
Payroll summary (per period) 
Employee list & master data 
Tax and statutory reports (PAYE, NSSF, WCF, HESLB,) 
Loan recovery schedules 
Leave summary and balances 
Payment receipts and bank reconciliation report 
Payroll journal 
 
 

J. Company Info & Digital Signature 
 
Company Info (edit by Admin and CEO) — update organization name, bank details, tax IDs.  
Add Signature — all users must add a digital signature for official documents, this signature will 
appear on the pay slips 



 
 

 



 

 
 

 



 
 

 



 

 
 

 



 
K. Practical tips & checklist 

 
Always back up the employee import Excel before uploading. 
 
Reconcile loan and advance balances before payroll calculation. 
Run a small “test” payroll for a single employee to validate new deduction/allowance rules. 
Use the report exports (Payroll Journal) to reconcile with accounting (GL) and statutory returns. 
 

L. Troubleshooting (quick) 
 
Import errors — check template columns, required fields, and date formats. 
Missing pay slip — confirm payroll was approved (Process Salary) and pay slip generation step 
completed. 
Incorrect tax — check employee tax ID and salary component taxability flags. 
 

M.  Where to get help 
 

Email:   info@payrolltaxation.com 
Website: www.payrolltaxation.com 
Phone no: +255 622 192 969, +255 692 217 642 
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