
HR initialize payroll in 
InfoTech system

Add in details such as 
travel meal allowance, 

salary deductions etc in 
InfoTech

Generate payslips, payroll 
reports, claims reports

Send payroll reports to HR 
Manager for review

HR Manager will revert 
back on any issues

If no issues, HR will key in 
salary amount to 

HSBCnet for salary 
payment

Finance side will get 
directors to authorize 

payment of salary

Amendments will 
be made

Employees with non-full month work 
(new employees or those who 

resigned) will be paid according to the 
numbers of days they worked. 

HR Manager will also review 
reports for payment on 

contractual and part time 
workers. 
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