paiyroll

Bulk upload pay definitions, report
definitions or schedules

Payments and Deductions - https://paiyroll.com/kb/bulk-upload-pay-report-definitions-or-schedules/

Follow this guide for bulk download/edit/upload in cases where:

e You created Definitions (Pay definitions, Report definitions etc.) in one company and you need

to reuse these in other companies

e You want to change multiple Pay Schedules e.g. to change prompt start and prompt end dates

in one company

e You created a Shift [Overtime, Hours] Pay Definition (Shift 1) and you need multiple shifts e.q.
Shift 1. to Shift 31

In all cases, the 3 step process is:

1. Download existing pay/report definitions or schedule data
2. Edit the data to make changes

3. Upload the new data

Note: some steps the example below is shown for Pay definitions, but the process is the same for

Report definitions and Pay Schedules.

1. Download

Company Setup > Pay definitions (or Report definitions or Pay Schedules)

Scroll to the bottom of the page

Download...

B Download... || B Upload... |

Select one company, or shift-select all companies, and click Download:
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i

paiyroll™ Admin

MArHome [+ Log out

hr.director@paiyroll.co...

k L] L] L]
16:26:51 + Download pay definitions
— Company:
¥= My tasks
DE
; Employee setup Germany Corporation
GB
== Pay Item editor Abbot Transport

Ace Chemicals

Ace o' Clubs

Adipose Industries
Advanced Mechanics
C' Pay runs Alchemax

@B My documents

You will have a file called something like paydefinition - 2024-04-25T163139.108.csv or

J:‘g My data feeds

reportdefinition - 2024-10-17T233701.984.csv or payschedule.csv in your Downloads

folder

2. Edit
Edit the file using a spreadsheet editor like Excel.
The downloaded files will include many standard definitions or schedules. Each is on its own row.

For Pay and Report Definitions, Delete all of the rows you do not need, and only keep the ones

you wish to copy. For Pay Schedules, you will typically keep all rows.

Pay Definition Example:

3 B e paydefinition - 2024-04-25T163139.108

A B C D E F G H
1 company template name description inputs-0-value inputs-1-value inputs-2-value inputs-3-value [
2 Acme;Advanced Mechanics Universal;Salary Overtime Salary Overtime Salary Overtime 0 1 {PayDef}{Hourly rate}x {Multiplier} x {Hours}
3 Acme;Advanced Mechanics Universal;Payment Shift Shift
4
paydefinition - 2024-04-25T1831 +
Ready LT 3 Accessibility: Unavailable Gl @ O - — =+ 200%

Report Definition Example:
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@00 awsae (D [N @ B 9v o paydefinition - 2024-09-08T092116.537 ~ Q Search (Cmd + Ctrl + U) &

Home Insert Draw Page Layout Formulas Data Review View Automate D Comments
Y7 = fx v
A B C D E F G H Il JJKLMNOPQRSTUVWX Y
1 company template name description inputs-0-value inputs-1-value inputs-2-value inputs-3-value inginginginginginginginginginginginginginginping outputs-0-busses outpt
2 Acme;Advanced Mechanics Universal;Per unit Shift1 Shift1 0001-01-01 ~Bonussable earnings

3
4
&
paydefinition - 2024-09-08T0921 +
Select destination and press ENTER or choose Paste - — + 125%

Pay Schedule Example:

AutoSave DB 9DYC - payschedule (18)
Home Insert Draw Page Layout Formulas Data Review View Automate D Comments @ Share v~
13 - o2 l
A B c D E F G H 1 J K L M
1 | company name workflow frequency target pay day ending day  non working day pay_period last day pay_perlod_pattern prompts_begin prompts_end working day prompts_only enabled av
2 |Acme;Advanced Mechanics m1  Acme\;Advanced Mechanics;paiyroll.flows.payrun.PayRunFlow  m1 28/09/2024 day_after_start 0 30/09/2024 day_before_end 10 3 TRUE TRUE
3 ics wi iyroll flows.payrun.PayRunFlow  wi 13/08/2024 fri 0 08/08/2024 sun 2 1 TRUE TRUE
4 Acme;lapan Ltd ml sJapa flows.payrun.Payl mi 31/03/2024 day_before_end [1] 31/03/2024 day_before_end 3 2 TRUE TRUE
5
&
=
payschedule (18) +
. " -
Ready LT % Accessibility: Unavailable ] = c— —+ 100%

Follow the next appropriate step depending on whether you are creating definitions for a new

company or duplicating/editing for an existing company.

1. Edit a New Company name
If you are creating pay definitions for a different company, then you will need to edit the company
name which is in 2 parts:

e Client; Company.

In the example above, the client is called Acme and the company is called Advanced Mechanics
. Carefully change the company name to the new one you want to upload to. e.g. White Co while

keeping the same client name:

LY X ] tutosave I E MBB 90 - B paydefnition - 2024-04-26THEXEERO00 - f
Home Insert Draw Fagelayout Formulas  Data  Review  Wiew  Astomate ) Tel me O commens  ([EEED
A2 - fe  Acme:Whies Co
A B C D E E G H

1 company template name description inputs-O-value inputs-1-value inputs-2-value inputs-3-value I
2 |Acme;White Co |Unhersal;Salary Overtime Salary Overtime Salary Overtime 0 1 {PayDef}{Hourly rate} x {Multiplier}x {Hours}
3 Acme;White Co Universal,Payment Shift Shift
4 +

paye ameoraTiEn | 4

sty Ura valsble m H = —— — + 00%
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2. Duplicate Shifts

If you need to duplicate shift items, duplicate the rows. Generally, if you auto-fill will work correctly
on the name and description Shift 2 Shift 3 etc. Ensure the columns should not auto-fill - tip: Excel

will display a small control after filling that can be switched to Copy Cells:

@0 ® acsae T [ B 9OvC - o paydefinition - 2024-09-08T092116.537 ~ Q, Search (Cmd + Ctrl + U) &

Home Insert Draw Page Layout Formulas Data Review View  Automate (J comments

H2 E fe  0001-01-01 "
A B C D E E G H I|J|K/LIM|N(OPIQRS T U VWX ¥ z

1 company template name description inputs-0-value inputs-1-value inputs-2-value inputs-3-value inginginginpinpinginginginginginginginginginging outputs-0-busses  outputs-1

2 |Acme;Advanced Mechanics Universal;Per unit Shift1 Shift1 0001-01-01 ~Bonussable earnings

3 |Acme;Advanced Mechanics Universal;Per unit Shift2 Shift2 0001-01-01 “Bonussable earnings

4 |Acme;Advanced Mechanics Universal;Per unit Shift3 Shift3 0001-01-01 ~Bonussable earnings

5 |Acme;Advanced Mechanics Universal;Per unit Shift4 Shift4 0001-01-01 *Bonussable earnings

6 |Acme;Advanced Mechanics Universal;Per unit Shift5 Shifts 0001-01-01 “Bonussable earnings

7 |Acme;Advanced Mechanics Universal;Per unit Shifté Shifté 0001-01-01 *Bonussable earnings

8 |Acme;Advanced Mechanics Universal;Per unit Shift7 Shift7 0001-01-01 *Bonussable earnings

9 =

10 »

11 v Copy Cells

12 Fill Series

12 Fill Formatting Only

paydefinition - 2024-09-08T0921 + | Fill without Formatting
Ready 1T 3 Accessibility: Unavailable Flash-fill w7 L

+ 125%

3. Edit Values.

If you are changing the Pay Schedule prompts_begin and prompts_end, simply edit the relevant

cells.

Saving

We recommend saving the file as a multi-sheet XLSX. This will retain formatting and allows the

use of one sheet (tab) per company.

o8 mote (B ABEGEG D~ & papdedinition - 2023-04-2ETIGIEIRI00 — Saverd 1o my Mas = g gF
Home Insert Draw Fagelayout Formulas  Data  Review ‘iew  Automate ) Tel me O comments ([EEEED
Az . S hcmewhite Co
A B C D E E G H

1 company template name description inputs-O-value inputs-1-value inputs-2-value inputs-3-value '
2 |Acme;White Co Universal;Salary Overtime Salary Overtime Salary Overtime 0 1 {PayDef}{Hourly rate} x {Multiplier}x {Hours}
3 Acme;White Co Universal;Payment Shift Shift
4

Whits Acma +

feacy LT T Access

3. Upload
Use the Upload multi-page wizard to upload and verify the data.

e Company Setup > Pay definitions (or Report definitions or Pay Schedules)

e Scroll to the bottom of the page and click Upload...
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B Download... || B Upload...

e Choose file and click Upload file to server...

aiyroll® Admin

MAHome (= Log out

hr.director@paiyroll.co...

15:50:21 ® Select Pay definition file

o

Y= My tasks

® File: | Choose file | paydefinition -...63139.108.xlIsx workbook file (.csv, .ods, .xls, .xlsx)
a Employee setup

Upload file to server...

BB Pay Item editor

é:“g My data feeds

e On the next wizard page, check you have the correct file (the top 3 rows are shown)!
e If you have a multi-sheet Excel, ensure you click on the correct sheet (tab)
e Tick Skip the first row: Tick to skip a header row

e Click Pre-process selected data...
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MAHome (*Log out

hr.director@paiyroll.co...

15:59:21 » Edit to select Pay definition data

My tasks Preview of uplpdded file:

Employee setup White Acme

= My data feeds

company template name description  inputs-  inputs-  inpu
0- 1- 2-
Pay runs
: value value valuw
My documents 2  Acme;White  Universal;Salary Salary Salary 0 1
Co Overtime Overtime Overtime
My analytics
&22 Toolshed
Company setup 3 Acme;White  Universal;Payment  Shift Shift
Co

g Setup

e Skip first rowk: ] ;Lck to skip a header row
BH My processes

E} Payroll Debbie l:ﬁl Pre-process selected data...

e On the last page of the wizard, check everything that will be uploaded.
e Any New or Updated definitions or schedule changes are shown in red and green.

e Finally, click Publish... to complete the operation:
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MAHome (#Log out

hr.direct paiyroll.co...

16:01:45 # Review Pay definition data to publish

Check the new and updated Pay definition data, and then publish it to the live system.
= My tasks
New Pay definition records

Show 25 =  entries
Pay |tem editor

company 7 template " npame 7/ description 7 inputs . outputs
My data feeds
Pay runs White Co Salary Salary Salary '1.0', '{PayDef} {Hourly 10011,10012,10015
- ' Overtime Overtime Overtime rate} x {Multiplier} x

My documents {Hours}' '0001-01-07'

White Co Payment Shift Shift 10011,10012,10015
My analytics

Showing 1to 2 of 2 entries
¢ Toolshed

Updated Pay definition records

Company setup

Updated fields are shown below with both any original and any new values.
Setup

Show 25 3% entries
My pr

Payroll Debbie company L template T  name . description T inp

Mo data available in table

§ Import

B Tl Showing 0 to 0 of 0 entries

AR Documentation No fields changed

Lo Lo [Fn ]
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