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Overview Topics 
• What is Payline Import? 
• What Payline Import is not. 
• Things to be aware of. 
• Creating the import spreadsheet. 
• Launching Payroll Import module. 
• Importing, verifying and uploading 

data. 
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What is Payline Import? 

• Mass creation of Paylines 
via upload to PR screen 
from a spreadsheet. 



What Payline Import is not 

• Not a way to mass 
update existing paylines. 

• Not a way to delete 
unwanted paylines. 



Things to be aware of 
 

• Spreadsheet must be formatted correctly. 
• Will upload exactly what is on spreadsheet. 
• Once uploaded, the paylines are live in the 

system. 
• TSB will not be able to mass change or 

delete your paylines. 
• Upload is not instantaneous, it takes some 

time. 
 
 



Creating the 
Spreadsheet 



Spreadsheet format 



Easy spreadsheet creation 
• An easy way to create the Payline Import 

spreadsheet is to export an existing Payline and 
keep as a template. 

 



Easy spreadsheet creation 
• Export payline to Excel 



Easy spreadsheet creation 
• Remove data from spreadsheet and save it 

as a template. 
 
 

 
 
 
• Populate with data to be uploaded to 

Paylines. 



Launching  
the module 

 



Launching Payroll Import  



Launching Payroll Import 



Importing Data 

 



Importing Data 
• On the Payline Data Import screen, click on the 

Payline button. 

 



Importing Data 
• Click on the Import Data button to launch the Grid Import 

screen 
 



Importing Data 
• Click on the Import from file icon (folder with green arrow). 
• Navigate and open your saved spreadsheet. 



Importing Data 
Data from your spreadsheet will now appear on the Import grid 
screen.  
• If no errors, click on the Return Data icon (green circle with 

arrow). 
• If errors are noted, go back to spreadsheet and make 

corrections before continuing. 
 



Verifying Data 

 



Verifying Data 
Data will now be returned and appear on the Payline Data 
Import screen.  
• Click on the Verify Data button to verify the data 
• Status column will display “Verified” if data is correct 

 



Uploading Data 

 



 
Uploading Data 

 • Click on the Save icon (purple disk) to upload data to Paylines 
for each employee 
 
 

 



Uploading Data 
Paylines have been successfully uploaded to the PR screen when 
the Status column displays “Payline updated”.  
• Once paylines have been uploaded to the PR screen, they 

are live in the Payroll system. 

 



Release? 
• Soon 

– Pay Manager –Automation rights 
– QSS Security Form and MOA 

• Documentation finalized 
– Paylines 
– Deductions 
– Time sheets 

• Screen Cast available 
• Hands-on training available 



Thank you! 
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