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Notes:

Import Staff:
1. Manual

- supported file format: CSV, MS. Excel (xls – preferable), MS. Access & D Base
- supported date format: dd/mm/yyyy

2. Auto
- supported file format: text file only
- file name prefix must set as ‘P1Imp_’

Export Staff:
- Supported file format: Text, MS. Excel (xls) & CSV
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Import Staff Configuration
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Click ‘Import Staff’ icon
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Click ‘Select’ button
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1. Select ‘Excel file type’

2. Select ‘source file’ to import
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1. Click ‘Load’ button

2. Excel file contents will be 
loaded into the listing
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2. Enter ‘2’ for import start row

1. Enter ‘Column No.’  
according to the above listing

3. Click ‘Import’ button
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Click ‘Ok’ button
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Export Staff Configuration
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Click ‘Export Staff’ icon
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1. Select fields to export

2. Select ‘MS Excel File’ option

3. Select path to export

4. Tick the check box
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1. Click ‘Others’ tab

2. Select ‘ddmmyyyy’ format

3. Click ‘Save Setting’ button

4. Click ‘Export’ button
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THANK YOU
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