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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.
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What Payline Import is not

 NOot a way to mass
update existing paylines.

 Not a way to delete
unwanted paylines.
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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.
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Creating the
Spreadsheet




Spreadsheet format

Payroll Import Format

Max Width Description
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9 Employee ID- SSN or ExtRef of the employee. Values 6 digits or less are interpreted as ExtRef and
values for SSN must be a full nine 9 digits.

10 Rate- in the format of #####. ## which allows a maximum value of 99999.99. You do not
have to provide leading zero values, but please provide the '.00' for the zero rates.

6 Units- in the format of ###.## which allows a maximum value of 999.99. You do not have
to provide leading zero values, but please provide the '.00' for whole units.

2 Rate Type- D-Daily, DF- Daily with days frozen, H-Hourly, HF- Hourly with hours frozen
L-Lump sum payment, and LZ- One time lump sum payment.

1 Split- P- Percentage or U- Units.
4 Pay Type- 4 Characters.
6 Stat-Ded- 6 Characters.
2 start Payroll - spaces for no Start Payroll Date.
2 End Payroll - spaces for no Start Payroll Date.
10 Ret Base- in the format of #####. ## which allows a maximum value of 99999.99. You do not
have to provide leading zero values, but please provide the '.00' for the zero rates.
2 AC- numeric, 2 digits.
1 PC- numeric, 1 digit.
1 CC- numeric, 1 digit.
6 Pay Schedule- 6 Characters.
1 SUI- numeric, 1 digit.
10 Start Date in MM/DD/CCYY format- spaces for no Start Date.
10 End Date in MM/DD/CCYY format- spaces for no Start Date.
3 Amount 1- percentage in the format of ### which allows a maximum value of 100.
44 Account class 1- account string in the Tormat of ###-##f#—#- S-S - HiE - S - A - -
3 Amount 2- percentage in the format of ### which allows a maximum value of 100.
44 Account Class 2- account string in the Tormat of ###-####-#- a4 - Hdd - #-AHHEE- #4844 or leave blank.
3 Amount 3- percentage in the format of ### which allows a maximum value of 100.
44 Account class 3- account string in the Tormat of ###- - #- B - - i - - HHEHE- - 4 o Teave blank.
3 Amount 4- percentage in the format of ### which allows a maximum value of 100.
44 Account class 4- account string in the Tormat of ###-####-#-FEEE-F#-FR4H-#HE-HHRRE-REE- #8484 Or leave blank.
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Easy spreadsheet creation

« An easy way to create the Payline Import
spreadsheet is to export an existing Payline and
keep as a template.

£ Pay Lines 90 - SANTA CLARA COUNTY OFF OF EDU QSS/OASES 4 i . i e
 EE— —
Fil Options I‘#wgation Window
RO ReSE F3 [ 0 3 )5 B | @ switchto: - | Comments » | All Posns = | Prime Posn ~ | Deductions + | Pay Lines = | Checks CY = | ChecksFY =
= Y -
=8 Recalculate F2 =
EDWA [changetode
Update FTD F4
Show SSN /] 8251-10/21/2013-11:30:56
( 4F Add Account F& o )
A% Delete Account Ctrl+D ] E-0 Ret Sys: 02/00
[ |0¢ Delete All Accounts Crl+Shift+D
Y Acct Copy Ctrl+Shift+P
g #  Acct Copy+ Ctrl+Alt+P Adi HrRt  BasePay Base Ret O MofYr  DalYr Hr/Day ‘workCal BU  Class Link
[ ¥ Acct Copy Al Cirl+Alt+Shift+P |6.772.13 3907 677213 577213 [ 1200 26100 | 800

Acct Paste Ctrl+Shift+V
Acct Add From Copy Ctrl+Alt+Shift+V Job Code Shn ]n (t e C{ | I
APFLL W acliy rn+ [ONS SUP
X Delte e
%< Delete All Unlocked Pay Lines  Ctrl+ Shift+F8 Bonus 5 Bon . | Pect
W swe o Lol Export Pay Lines Alt+X 000
i Saveand Close Ctrl+F9 — ) ) ) L] 0.00
K Save and NextEmployes Fl0 Highlight Required Fields Ctrl+H o0 o.00
~|"8 saveand Get Employee Ctrl+F10
RT . T
Sort by Code Ctrl+D E Print.. Fi1
Sort by Name Ctrl+MN
TR - V.o wu L L
First Employee Shift+F5 =
R/DAY End User Annual Contract FTD Paid
Previous Employee F5
o el . 0o - _/_/ - &1,265.56/ 00 0.00
ext Employee
H Last Employee Shift+F6 opy+ Acct Paste Acct Add From Copy
“5¢ Get Employee F7 1 9;4. CstCtr S5te Mngr SBT Ex-Gross FTD Paid
» Show Inactive Ctrl+1 0-7700-760220-000-6200 vaa 677.21 0.00
Export Pay Lines Alt+X 7700-760320-000-6200 6,094.92 0.00
Highlight Required Fields Ctrl+H §,772.13 0.00
H Print. F11
Switch to Standard Mode View Crl+T
Mumeric Keypad/Autc Tabbing 3
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Easy spreadsheet creation

e Export payline to Excel

Q/‘ Pay Lines 90 - SANTA CLARA COUNTY OFF OF EDU QS55/0ASIS - =

File  Options Mavigation  Window

GReset @Recalculate x H H%c’ﬁr:# L ¢} .Q 84‘) Switch to: ~ | Comments ~ | All Posns ~ | Prime Posn ~ | Deductions ~ | Pay Lines ~ | Checks CY ~ | Checks FY - _

EDWARDS, RHONDA L 903489 *¥*¥-*+.5346 SEID nfa |C|lange|‘-1nde
Show SSN |i] B8251-10/21/2013-11:30:56
(== =

s Grid Output

—
Step 1
File  Options II_I

= AN ]

S Rate Units Rate Type Splt Pay Type Stat-Ded Start Payrol End Payrol Ret Base AC PC
» 677213 1 L P NML TFSP 677213 08 1

503489 6772.13 1 L P NML TFSP 6772.13 08 1

503489 1250 0 Lz P sPC TFSP 1250 08 3

Heading

Choose Printer

Step 2 | Include Column Headers I
Columns to include

Delimiter

Mone

Employee D -
Rate

Units

Rate Type
Split

Pay Type
Stat-Ded
Start Payroll
End Payrall
Ret Base -

m

EEEEEEEEEE

Check&ll | [ Uncheckall |

Invert Selection ]

I&I [Continue] [ Cancel ]
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Easy spreadsheet creation

e Remove data from spreadsheet and save it
as a template.

A B | C| D |E| F G H | L N 0 P q R S T U ;
iEmeloxeeIE-IRate Units Rate Type Split PayType Stat-Ded Start Payroll End Payroll Ret Base AC PC (C Pay Schedule SUI Start Date End Date Amount 1 Account Class 1 Amount 2 Account Class 2 Amount 3 Awcount
1 el 1L PoONML TEP 6713 § 1 1EOMREG 1 10/ 830-0000- - 468-00-0000-F700-T60220-000-6200 50 830-0000-0- 468-00-TL10-7700-760320-000-6200
I nMe ey 1L PoONML TSP 677213 8 1 1EOMREG 1 30 850-0000-0- 2468-00-0000- 7700- T60220-000-6200 30 890-0000-0- 2468-00- TL10-7700-T60320-000-5200
LR 1 P posCc TR 150 8 9 6BONUS 1 8.4 B00-0000-0-2458-00-0000-7700- 800100-000-6200 1,6 800-0000-{-2468-00- T110-700-800100-000-6200

A B C D E| F G H | I |KLiM N 0o P Q R § T U
1 Employee D Rate  Units Rate Type Split PayType Stat-Ded Start Payroll End Payroll RetBase AC PC CC Pay Schedule SUI Start Date End Date Amount 1 Account Class 1 Amount2 Account Class 2 Amount3 Account €
2
3 ‘7
4
5

 Populate with data to be uploaded to
Paylines.
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Launching
the module




Launching Payroll Import

B
55 ControlCenter 90 - S.C.COUNTY OFFICE OF EDUCATION

File Wiew District Year Go Messages Window Mews Help+Video

Favorites
Bk Go
[=] Print Manager / Job Menu J/ Utilities
[ System Admin
[ Finance
[ Fixed Assets [ Stores
[ W2 / 1099
=1 Human Resources / Payroll —-————

------- T Pd Fmployee Maintenance [RSS

------- % Absence Tracking

------- & CA Retirement

[ HR Reporting and Downloading

- Master Files / Utilities

------- ¢ Budgeted FTE

------ lﬁi} HRE Work Flow

------ [EC Professional Development System (PDS)
------- % Substitute Teacher Tracking [Preview]

------ EC Employee Self Service (ESS)

Office of Education
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Launching Payroll Import

-
ﬂz‘ Employee Maintenance (EmployeeMode) 90 - SANTA CLARA COUNTY OFF OF EDU QS5/0ASIS EE

File  Options Window  Help+Video  Hot Keys ]

P@ett L P ]

[#- Favorites Search Panel
- Personnel garcn rane ) _
Prgf.elggignal By SN | By Bt Ref | By Name | By 1D | District : Include Terminated [ Add to grid
8- Posttion Conrol Selected Employse/List/Applicart
= Payrall
- Wé4/Control Data (W4) ’ '] > &
- Direct Deposit
- Deductions (PO} SSN Ext Ref#: Term
- Pay Lines (PR)
- Time Card Entry {TC) Search Results [Press Cid + Enter to select the highlighted employee/applicant]
-~ Child Support Information Name ID G Ty Ste BU RC LG Teminated Waork Phone
- PPACA Information
- Ta Modeling
W Payroll Data Import R T ——
(- History / Inspect
! |
"
|
|
|
|
|
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Importing Data




Importing Data

 On the Payline Data Import screen, click on the
Payline button.

+ - Payline Data Import 90 - SANTA CLARA COUNTY OFF OF EDU
File  Options  Help
o [ poine | B Tmeshee - | [
Save Save and Close |=3FC|05e Verify Data “W¥) Import Data @Deductm 1 Timesheet -
Employee . . i B Start End
Status 1 Rate Units Rate Type Split Pay Type Stat-Ded Payroll Payroll Ret Base
1 4
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Importing Data

Click on the Import Data button to launch the Grid Import
screen

@ Payline Data Import 90 - SANTA CLARA COUNTY OFF OF EDU QSS/OASIS == 23
File Options Help
T T Clos Werifur n [ p e i 00 T - | g
Sawve Sawve and Close |'=$Close W erify D?j %:Import Data EDeductlons 4L Timesheet o
Employee . .
Status D Rate Tnits Rate Type Splitc Fay Type 3t
a-! Grid Impaort e | S| —S—

File Dptions

ElEL= b JliEE"

V| Remowe header line from Import data

V| Append Import Data

Employee D Rate

Linits

Rate Type

Spilit

Stat Ded

Start Payroll
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File

& mde Jb QliER")

Importing Data

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

a-! Grid lrrlpurt_

P =diol = ) _|

1T

Remowve header line from Import data

Append Import Data

o Open
. v Payline Import test

Organize - MNew folder

-~

. Mame
i Favorites =

Employee 1D Rate Units Rate Type

-

Split

4 Downloads =

Bl Desktop E payroll import testdsx

v
;= Recent Places

= Libraries
3 Documents

J’-‘ Music

[=| Pictures

B Videos

-

M Commter

File name:

{
é Santa Clara County
Y

Office of Education

Pay Type

Stat Ded Start Payroll

Date medified

11/26/2013 9:46 AM

End Paymoll Fet Base AC FPC E—
- | 4 Search Payline Import test P
=- 0 @ |
Type Size
Microsoft Excel W... 14 KB
Open l ’ Cancel




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.

File  Options |

OFPoxEH

Rows processed:4 Errors:) - Complete.

Remove header line from Import data Append Import Data I

Employee D Rate |nits Rate Type Split Pay Type Stat Ded Start Payroll End Payroll Ret Base AC PC cC PaySchedule SUl Start Date End Date Amount 1

» 1 1M223333 677213 1 L P NML TFSP 677213 § 1 1 EOMREG 1 50 85000
2 301023 686213 |1 L P NML TFSP 6362.13 § 1 1 EOMREG 1 10 85000
3 301135 632713 1 L P NML TNSPS 632713 0 1 1 EOMREG 1 3 85000
4 500341 677213 1 L P NML TFSP 677213 8 1 1 EQOMREG 1 51 85000

1 }
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Verifying Data




Verifying Data
Data will now be returned and appear on the Payline Data
Import screen.

e Click on the Verify Data button to verify the data

o Status column will display “Verified” if data is correct
*’~ 90 - SANTA CLARA COUNTY OFF OF EDU QSS/OASIS [ = e S |

File  Options  Help

H Save HSa\re and Close ﬁCIoselﬁj‘u’erify Data %IWPM Data L?Deductiuns % Payline Iﬁl Timesheet - Q

Verify Data l
Status g@-lcyee Rate Units Rate Type Split Pay Type Stat-Ded g;;ﬁzll IE-‘::rc:ll
[ 3 903429 6772.13 1.40 L B HML TFSE
001029 6862.13 1.00 L P ML TF3P
Verified §01135 6927.13 1.40 L P HML THSPS
500341 6772.13 1.40 L B HML TFSP

Office of Education
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Uploading Data

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

1€+ Payline Data Import.

- 00 SANTA CLARA

File  Options  Help

H Save [HSa\re and Close [:¥C|ose Iﬁi‘v‘erify Data %Impurt Data @Deductions Tju Timesheet - ::.;

Status Elgplc:yee Rate Units Rate Type Split Pay Type Stat-Ded g:;isll E’:irnll Eet Base AC
14 903489 6772.13 1.00 L P WML TFSFE 8772.13 0g
Verified 901029 6862.13 1.00 L P WML TF5P 6862.13 0g
Verified 901185 £927.13 1.00 L P WML TNSPS £927.13 Juli]
Verified 900341 6772.13 1.00 L P ML TFSP 6772.13 0a

Office of Education
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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.

QSS/0ASIS

File  Options  Help

Save 5ave and Close WCIDSE Verify Data %Import Data @Deductiuns % Payline uﬂ] Timesheet - Q

Status ]‘;E@IEYEE Rate Units Rate Type Split Pay Type Stat-Ded gs:i;ll E:jrnll Ret Base AC
[ 03489 §772.13 1.00 L B ML TF3P §772.13 0a
Payline updated 01029 6862.13 1.00 L P ML TFSP 6862.13 0a
Fayline updated 01185 6927.13 1.00 L B ML INSES 6927.13 il
Payline updated 00341 6772.13 1.00 L B ML TF5P 6772.13 08
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Release?

e SOOn

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

e Documentation finalized
— Paylines
— Deductions
— Time sheets

 Screen Cast avallable

« Hands-on training available
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Thank you!
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