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Introduction 
This Work Instruction will help you understand what you need to set up before you can start using 
LeafTally.  

Prerequisite 
The user has successfully registered and logged into the portal via https://www.leaftally.com  

System Settings 
●​ Navigate to and click on the Systems settings section on the bottom left of the side bar. (See 

Figure 1 below)  
●​ Click on each settings section to update your details i.e. Brand, System, Company, Invoice, 

Bill and Email notification settings.  
Please note - Don’t forget to save all changes as you are making them.  

 
Figure 1 
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https://www.leaftally.com


 

Setting up your profile 
●​ Navigate to the top right corner of the system to access your profile page. 
●​ This is where you can update your information, change your password and activate 2-Factor 

Authentication security. (See Figure 2 below) 
Please note - Don’t forget to save all changes as you are making them.  

 
Figure 2 

Account Setup 
●​ Navigate to the Account Setup section. 
●​ Click on each of the fields and complete as much as you can based on your company profile. 

(See Figure 3) 
Please note - Don’t forget to save all changes as you are making them.  

 
Figure 3 
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Payroll Setup 
●​ Navigate to the Payroll Setup Section 
●​ Click on each of the picklists highlighted below.  
●​ Complete each of the fields with the information that supports your company. (See Figure 4) 

Please note - Don’t forget to save all changes as you are making them.  

 
Figure 4 

Setup User Profile 
●​ Navigate to the Staff section 
●​ Click on Role and then click on Create Role (see Figure 4 below) 
●​ Define the role(s) and assign the responsibilities. 
●​ Make sure you save your changes.  

Please note - Don’t forget to save all changes as you are making them.  
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Start using the system 
Once you have completed the above points, you can start the following: 

1.​ Create Customers 
2.​ Create Vendors 
3.​ Create Products & Services 
4.​ Start using Bill Of Materials 
5.​ Create Employees 
6.​ Create Pay slips 
7.​ Create Invoices and Bills 
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