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Chapter 1   Subscription 

 

Task 1.1  

Free Registration  
 

Please enter address as follow:  

https://portal-demo.autocountcloud.com/  
please use Google Chrome for full function of  
features and avoid using IE as some of the  
function may not be working 

 

 

 

 

 

  

1.  Click Register 

Now 
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2.  Enter you real 

email address 

3.  Enter your full 

name  

4.  Contact number 

for following up  

6. Click to 

proceed

5.  Enter strong password,  

secured password consist of 

Minimum 8 characters and must contains:  

Lower Case(a-z), Upper Case(A-Z), Number (0-

9), and Special Characters (example # or $) 
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AutoCount Payroll will you send email, check your inbox. Click the link for email verification.  

Please check promotion, spam or junk mail if you do not receive email verification in your inbox. 

Verification email from AutoCount is cloudacc.admin@autocountsoft.com 
 

 Click this button will bring you to 

login screen again, you must 

confirm your email first before your 

first time login. 
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1. Open received 

email 
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2. Click link to verify 

your email and activate 

Subscription 

3. Click to go to Cloud 

Payroll login page  
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3. Please fill in email & 

password for the first time. 

5. Click to login 

4. And ticked for Remember 

me for system to save Email 

and password for next time 

login. 
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Task 1.2  

Create New Subscription 
 

 

1. Click on Create 

Subscription to start 

on new subscription  
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1. Choose which 

country of software 

service 

2. Then click on Next 

to proceed 
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4. Enter your 

Billing Name 

3. Select your 

Billing Day 

5. Enter Billing 

Address Details 

6. Click Next 

to proceed 
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7. For payment method, 

please select either Self Care 

or Auto Payment 

9. Click Next 

to proceed 

8. Enter the 

billing info 
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10. Lastly select which 

software service you would 

like to use to create as First 

Company 

11. Click Confirm 

& Go to Service to 

proceed 



 
Step By Step Answer Guide – Chapter 1  Subscription 

 

 

Task 1.3 

Create New Company 
 

 

Confirmation progress will 

shown on the page.  

1. Select Package 

2. Select Add-On if any 

(may activate later when 

needed) 

3. Enter Dealer Code and 

Promotion Code if any 

4. Click Next to 

proceed 
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5. Enter Company 

Name 

6. Enter Company 

Registration Number 

7. Select Payroll 

Year 

8. Click Next to 

proceed 
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9. Tick the checkbox if you need to create 

additional demo company and select the type 

of demo company you wish to create 

10. Click Next to 

proceed 
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11. Tick the checkbox 

to agree 

12. Click Confirm 

to proceed 
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13. Click I Accept 

to proceed 
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14. you may activate E-Attendance 

feature (May also activate this feature 

during first create company on add-

ons option) 

15. Tick the checkbox to 

agree with service fee 

agreement 

16. Click to submit (if 

choose to activate E-

Attendance) or Discard 
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17. AutoCount Cloud Payroll Wizard-for 

enter basic information such as company 

profile,calendar setting etc.User may choose 

to skip this quick wizard and enter the detail 

later. 
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Payroll Main Dash Board 

  

18. Check your newly 

created Subscription  
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Task 1.4  

Edit Subscriber’s Profile 

 

Change Subscriber Phone Number 
 

 

  

2. Click to profile edit 

Subscriber’s profile 

1. Click to 

open setting 
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3. Click to rename 

Subscriber’s profile 

Name 

4. Click to Change 

Subscriber’s email 

address 
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4. Enter password & submit 
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Change Subscriber password 
 

 

 

 

1. Enter existing password 

2. Select new strong 

password 

3. Click Submit 

to proceed 
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Task 1.5 

Create New Company 
My companies > Create new Company 

 

 

1. Click to create 

new company 
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2. Select 

Subscription 

3. Enter New Company Name 

start with 9999 <your name> 

4. Enter Company 

Registration 999 9999 

5. Select yyyy 

(current year) 

6. Click Next 

to proceed 
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8. Click Save to 

proceed 

7. Select Default to proceed 
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9. after click saved, you will be 

automaticly login into newly 

created company Dash Board 
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Task 1.6 

Delete Newly created Company 
 

 

 

 

1. Click exit buttton to Main 

Subscriber Dash Board 
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Subscription Main Dash Board > Subscription Info 

 

  

2. Click Subscription 

info to proceed 
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3. Click  to 

delete account 
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4. Click Yes  to proceed 
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Task 1.7 

Create more than 1 Subcriptions  
 

 

1. Click Create 

new subscription 
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2. Enter Testing  

Subscription 

3. Choose your preferred 

package 

4. Click if u want to Add-on 

E-leave/E-Claim 

5. Click Next 

to proceed 
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Info: For the next step, repeat the same step as in TASK 1.3 ** 

8. Select yyyy 

(current year) 

6. Enter New Company Name 

start with 8888 <your name> 
7. Insert your 

registration number 

9. Click Next 

to proceed 
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Task 1.8 

Delete Newly Created Subcription 

 

  

1. Click 2 to switch to 

2nd subscription 
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2. Click Subscription 

info to proceed 
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3. Click  to delete 

account 
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3. Click Delete to 

proceed 
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  3. Click YES 

to proceed 
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Task 1.9 

Subcription Details 
Subcription Dash Board > Subscription Info 

 

  

1. Click Subscription 

Info for details 



 
Step By Step Answer Guide – Chapter 1  Subscription 

 

 

Billing Address 

 

  

2. Click Billing Address 

to enter details 

3. Enter Bill name 

& address 
4. Click Save to 

record changes 
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Contact Information 

 

  

5. Click Contact 

Information to proceed 

6. Enter Contact 

Details 

7. Click Save to 

record changes 
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Payment Method 

 

  

8. Click Invoice 

to  proceed 

10. Select 

Self Care 

9. Click payment 

method to proceed 
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Promotion 

 

  

11. Add New if you wish to 

enter new promotion code 
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Task 1.10 

Logout 
Subcription Dash Board > User Option > Logout 

 

*2 alternative method to logout from system 

End Of Chapter 1 

1. Click User Option 

2. Click to 

proceed Logout 

*2. Or click shortcut 

button to Logout 


