
Import Employee Data - the different activities you need to perform, as well as the imports required to 

complete each activity and a description of each one. 

 

 

 

 



 

 

 



 

Some key points to be aware of when Importing Employee Data: 

 

 If you haven’t already downloaded the Import template, you can then download it by clicking 

the Download dropdown menu and clicking the name of the template to download. This is an 

important step as it will give you the necessary and correct template format for a subsequent 

successful import with your own data. 

 

 

 Specify whether the upload should overwrite existing records or add to existing records. You 

do this by choosing between Full Purge and Incremental Load.  

When a file is uploaded in the Full Purge mode, all existing records in the system are 

overwritten with the records in the file uploaded. 

When a file is uploaded using the Incremental Load option, the records in the file being 

uploaded are added to the records already in the system. The Incremental Load also supports a 

Partial Import, where only some fields of the record are updated. Only certain import routines 

support this feature. 

 

 Click Validate Import File Data to check the file for errors. You should receive an email 

informing you if the import was successful or not and a record count. If you encounter errors 

refer to the file attached to the email as a reason for failure should be listed against each failed 

row. Fix the errors and then validate again. 



 
 

 


