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.

Step 1: Create User Accounts

Run this impeort Notes

Basic Import

The first import that must be performed. When you run a Basic Import, user accounts
are created for all users whose data is to be uploaded.
This is a required import.

Extended Import

Additional information stored by the system related to user accounts.
This is optional and can be done later.

Background Import

Additional information stored by the system related to user accounts.
This is optional and can be done later.

Step 2: Create ‘Persons’ in the system

Run this import

Biographical
Information Import

Once the user accounts are ready, each user account must be populated with
biographical information. When this is done ‘persons’ are created in the system.
This is a required import.

Step 3: Upload Employment Information

Run this impert Notes

Employment Details
Import

Run this import to upload employment information.
This is a required import.

Work Eligibility

Run this import to upload information about employee work eligibility. This includes
information like the employee’s passport details and citizenship.
This is optional and can be done later.




Step 4: Upload Job Information

Run this import Notes

Job History Import The Job History template includes information about the current role as well, so this is
arequired step.
This is a required import.

Job Relationships This import uploads information about the employee’s managers.
This is optional and can be done later.

Step 5: Upload Compensation Information

Run this import Notes
Compensation Info Run this import to upload information about the employee’s salary.
Import Mote that this must be done before any of the “Pay Component™ imports are done. This

is because the recurring import is dependent on the Compensation Info Import.
While thisimport can be done |ater, itis recommended that thisimportbe done toensure
employee information uploaded is complete.

Pay Component An essential import to complete the information stored by the Compensation Info
Recurring Import Import. Uploads information about the recurring part of the employee’s pay. This must
be done.

To complete the Compensation Info Import, this is a required impaort.

Pay Component Non Uploads information about the non-recurring part of the employee’s pay.
Recurring Import This is optional and can be done later.

Step 6: Upload Personal Information

Run this import Notes

Personal Information | Must be done. This upload adds basic personal information about the employee.

Import This is a required impaort.

Global Information Run this import to upload country-specific information about the employees.

Import This is optional and can be done later.

Phone Information Run this import to upload information about the employee's contact phone numbers.
Import This is optional and can be done later.

Email Information Run this import to upload information about the employee's email IDs.

Import This is optional and can be done later.

Social Accounts Run this import to upload information about the employee’s social accounts like
Information Facebook and LinkedIn.

This is optional and can be done later.

National Id Information | Run this import to upload information about an employee's national identification
number. Every country provides a unique identification number to its citizens. For
example, in the US, the Social Security Number is used as a unigue identification. In
India, the PAN Card is used as a unique identification document and in China, it's the
Resident Identity Card.

This is optional and can be done later.

Direct Deposit Run this import to uplead information about the employee’s bank account to which the
salary will be credited.
This is optional and can be done later.

Addresses Run this import to upload information about an employee’s addresses.
This is optional and can be done later.

Emergency Contact Run this import to upload information about an employee’s emergency contacts.
This is optional and can be done later.




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

e 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.
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e 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.

e C(lick 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.



Import Employee Data

Use aCSVNeto records. Pie natne several muntes
Tip Nt Sute what Gat) Beids 15 o in yoor 807 T Oonnioad = 3 Hank CSV template

) Dwect Depost

Full Purge ~ incremental Load
© Loave Ot Azs0nce st

Foll Purge — Incremental 1089
O Asxesses

" FallPurge | naemental Load

© Compensaion Adpastment
© Werk Engibity
© Payrotinlo

Fult Purge  ncremental Loag
© Dotes inamanca

FutPurge  incremental Load
© Emeepency Lismas

Full Purge ~ incremental Load
) Week Perma

-~ PPN




