


First go to http://202.2.2.52/myojt/myucpbee/index.php . Login your username
and password. Please call local 213 for your username and password etk
For Jem or Sir.Oliver for assistance

 $0080600

Go to B Click Upload UCPB.




After clicking Utilities You will see the sample ,xIs . Format that u need to
follow Be carefull in following the format.

EMPLOYEE NUMBER |CARD NUMBER ACCOUNT NUMBER
JORGE, MERCALINO 14001306 580001095200000479466' | 102530025349
MELAR, MARY JANE /14001292 590001095200000479474' |102530025355'

On your xls, Format this the sample preview.

EMPLOYEE NUMBER |CARD NUMBER ACCOUNT NUMBER
14002146 500001095200000332442 102530014825'
14002153 590001095200000332517° 102530014771




After creating Click

ACCOUNT NUMBER

JORGE, MERGALING

14001306

590001085200000478466'

102530025343

MELAR, MARY JANE

14001292

590001095200000479474' |

102530025365

Find the “file” that you need to upload. Then Click Save and click Upload File

Note:Remember You need to follow the Sample format before

uploading the xls. file

JORGE, MERCALINO

Al Fles [ s “50LS] o




If you have incorrect file you may cancel the file file clicking “X* button or if you
want to delete all the file select [CanceijAE_l_ Uploads |

Uplosd File J: | Cancel All Uploads |
SampleFo

EMPLOYEE NUMBER |[CARD NUMBER ACCOUNT NUMBER
ORGE, MERCALING 114001306 590001095200000479466' | 102530025343
14001292 590001095200000479474' [102530025355'

(14002146 | COMPLIDO, MARWIN :590001095200000332442 1102530014825

-—Prbcess o

In these section you will see the “total” number and the “xlsfile” that you
download that has begn upload..

: CARD NUMBER ACCOUNT NUMBER
14001306 590001095200000479466' | 102530025342
14001292 |590001095200000479474' |102530025355'

" vouzsus /" compuioo, mamwm ssootusszoomo032ss
1400215 GIMPAYA, KEVIN 75909010952090603325‘!

ATotal: 2R

2| Process




Last click the] Progess button for the last procedure. You will see below the
procefs buttonthat the file is Successfuly Uploaded..

Do
#PLOYEE NUMBER |CARD NUMBER ACCOUNT NUMBER
A001306 590001095200000479466' | 102530025343’
_ 40012 580001055200000479474" | 102530025355

M0f2614  INANO, JODEREY R. 590001095200000540424 16253002692
14§02625  LOPB

Thats it your . DONE.. CONGRATULATIONS!! :

ae »



