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Financial 



Finance Section 

For Worker 

For Finance section for Worker, there are 5 main section which are: 

Cash Received 

1. To create cash received record, “FINANCE”, “WORKER” then “CASH RECEIVED”. Click 

“Add”. 

 
 

2. Click on the “Worker Name” and select preferred worker. Fill in all information and click 

“Submit”. 

 



3. To edit record, click the pen icon on Actions column. After done, click “Submit” to save 

the record. 

 

 
 

  



Bank In 

4. To create bank in record, “FINANCE”, “WORKER” then “BANK IN”. Click “Add”. 

 
 

5. Click on the “Worker Name” and select preferred worker. Fill in all information and click 

“Submit”. 

 
 

6. To edit record, click the pen icon on Actions column. After done, click “Submit” to save 

the record. 



 

 
 

 

 

  



Costing 

1. To view the costing created, “FINANCE”, “WORKER” then “COSTING”.  

 

**Notes: Costing only can be change at Permit Requirements based on the selected record.  

 

Billing 

1. To create bank in record, “FINANCE”, “WORKER” then “BILLING”. Click “Add”. 

 
 

2. Click on the “Worker Name” and select preferred worker. Fill in all information and click 

“Submit”. 



 

**Notes: Unlike Costing, Billing be changed in Billing in Finance section 

 

3. To edit record, click the pen icon on Actions column. After done, click “Submit” to save 

the record. 

 

 



Import Function on Billing (Move from old system) 

1. To import billing record, click on “Import”. Click “Download Template” to get the 

template. 

 
 

2. Select the preferred template format. 

 
**Notes: Suggested to use .xlsx format template to prevent numbering format issue on 

records. 

 

3. After done filling the template, click on “Choose File” to upload the template, then click 

“Next”. 



 
 

  



Summary  

1. To view all the record created, click on “FINANCE”, “WORKER” then “SUMMARY”.  

 
 

2. To edit record, press the pen icon on the action column. 

 
 

3. If any edit action is performed, click on “Submit” to save the record. 



 

**Notes: Costing only can be change at “Permit Requirements” based on the selected record.  

 

  



Export Function on Worker 

1. To export record, click on “Choose Export Column” and select the column that wanted to 

be export. If you want to record the entire record without manually select the column, 

click the first column. Then click the “Export” button. 

  

 
 

2. Select the exported file format. 



  

  



For Company 

For Finance section for Company, there are 5 main section which are: 

Cash Received 

1. To create cash received record, “FINANCE”, “COMPANY” then “CASH RECEIVED”. Click 

“Add”. 

 
 

2. Click on the “Permit Company” and select preferred company. Fill in all information and 

click “Submit”. 

 
 

3. To edit record, click the pen icon on Actions column. After done, click “Submit” to save 

the record. 



  

 
 

Bank In 

1. To create bank in record, “FINANCE”, “COMPANY” then “BANK IN”. Click “Add”. 

 
 



2. Click on the “Permit Company” and select preferred company. Fill in all information and 

click “Submit”. 

 
 

3. To edit record, click the pen icon on Actions column. After done, click “Submit” to save 

the record. 

 

 



Costing 

1. To view the costing created, “FINANCE”, “COMPANY” then “COSTING”.  

 

**Notes: Costing only can be change at Permit Requirements based on the selected record.  

 

Billing 

1. To create bank in record, “FINANCE”, “COMPANY” then “BILLING”. Click “Add”. 

 
 

2. Click on the “Worker Name” and select preferred worker. Fill in all information and click 

“Submit”. 



 
 

3. To edit record, click the pen icon on Actions column. After done, click “Submit” to save 

the record. 

 

 
 

 



Summary  

1. To view all the record created, click on “FINANCE”, “WORKER” then “SUMMARY”.  

 
 

2. To edit record, press the pen icon on the action column. 

 
 

3. If any edit action is performed, click on “Submit” to save the record. 



 

**Notes: Costing only can be change at “Permit Requirements” based on the selected record.  

  



Export Function on Company 

1. To export record, click on “Choose Export Column” and select the column that wanted to 

be export. If you want to record the entire record without manually select the column, 

click the first column. Then click the “Export” button. 

 

 
 

2. Select the exported file format. 



 

 


