
What changes with the Aspire integration?

Before After
Users had to 

download a bank 
instruction file from 

payroll and upload it 
manually into a 
banking portal. 

Info-Tech Payroll
connects with Aspire, 

allowing payment 
instruction details to

move into Aspire
through a more 

streamlined process. 

Outcome
Fewer manual 
steps, clearer 

status visibility and 
a faster handoff 
from payroll to 

payout approval. 

Screenshot extracted from the supplied Aspire walkthrough. 

Step 1
Navigation :
Monthly activity -> Aspire online payment.
Select the employee need to paid.

What Changed?

Step-by-Step Process



Screenshot extracted from the supplied Aspire walkthrough. 

Step 2
Check & Payout: When prompted,
• log in to Aspire
• enter your OTP
• select the company account

Step 3
Upload Payment File: Verify payment details and amount.
Click Upload Payment File, then complete the OTP validation to transfer the payment details to 
Aspire. The transaction will remain pending until approved in Aspire.

Screenshot extracted from the supplied Aspire walkthrough. 



How do I start an Aspire payout?

Go to Monthly Activity > Aspire Online Payments, then choose the employees to include in 
the payout run.

Who can be included in the payout?

Only employees with bank details saved in their profile and a salary amount greater than 0 
can proceed. 

Frequently Asked Questions

Step 4
Review & Track the Payout History: 
Track previously submitted payments status.

Screenshot extracted from the supplied Aspire walkthrough. 



What happens after Upload Payment File?

Once details are verified and the payment file is uploaded, another OTP is triggered. After 
successful validation, the file is transferred to Aspire and waits for approval there.

Is the payment completed immediately?

No. The payment is only executed after it is approved inside the Aspire account. 

What does Check & Payout do?

This step links the payment run to Aspire and prompts the user to log in, enter OTP and 
select the relevant Aspire company account. 

What does Preview do?

Preview generates a PDF report so you can review the payout details before sending 
anything to Aspire. 



What does Pending Approval mean?

The payment file has reached Aspire but is not yet approved on the Aspire side. 

Where can I check status later?

Use the Payout History tab to view submitted transaction files and their statuses. 

What does Pending Verification mean?

The Step 4 OTP has not yet been validated. Use Verify and complete the OTP step to continue. 

For more enquiries

Contact Us

If you have any other questions, please reach out to us by clicking on the link below.

https://www.info-tech.com.sg/contact-us

