10/04/2009 LPU.00010: Import Data from C...

The import data function available as the following:

Pending Payroll

Pending Wages
Pending Allowance
Pending Overtime
Pending Paid Leave
Pending Claims
Pending Director Fees
Pending Commission
Pending Bonus
Pending Loan

Pending Deduction
Pending Advance
Pending CP38
Pending Unpaid Leave
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Open Payroll

Wages
Allowance
Overtime
Paid Leave
Claims
Director Fees
Commission
Bonus

Loan
Deduction
Advance
CP38

Unpaid Leave

® & @ ¢ 9 O 9 9 O O O o o

Open Leave

e Show All

Steps:

Supported Format: CSV (comma separator value)

1. Sample OT Data
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M:] overtime.2.csv - Notepad

File Edit Format View Help

"Date”, "Employee”™, "OT", "Unit"
07/01/08,"001" "DR1O0",1
071/01/08,"002", “"DR10", 1
07/01/08, 003", "DRIOY -1
07/01/08,"004% , "DROS", 2
07/01/08,"005", "DROS"™, 2

2. Import Data icon

85 Pending Overtime - Jul 2008

® Srlstlleeoer

|E§|Trans Datel Fost Date | Employes | Code | Description | WurkUnWRate | i

Import Data

3. Import Wizard - Page 1 of 2
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"8 Import Wizard L= |

(Dam From: |C:‘I.L.Isers‘l,Tony‘l.Ducuments‘lFrujeu:t‘l,Duh:ut.dll‘l.mars‘lpuerﬁme.z.csv | ]

Step 1: Select your data source

-

r":_;} Mew setting. ..

i Load setting... | -

) Load From File... |
L aF

Step 2: Choose New Setting

Step 3: Click Next

T

( Mext J Firish

Cancel

e
r

4. Import Wizard - Page 2 of 2
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ﬁ Import Wizard

Description |{ <Mew ==

¥ Import

( Fromrow |1 2 | ] Step 4: Specified start from row

¥ Separator options

Save -

i Tab e Comma
[ Semicolon ) Space i Other | Text delimiter |© =
e Step 5: Specified the field delimiter Step 6: Specified the text delimiter
Date Employee |OT Linit
07/01/08  |0o1 DR 10 1
07/01/08  |002 DR10 1
07/01/08  |003 DR10 1
07/01/08 |004 DROS 2
07/01/08  |005 DROS 2

Cancel Back

Mext

[

5. Import Wizard - Mapping Columns
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i Import Wizard )

rigato

Description  |<<New>> Save |-

¥ Import

From row |1

¥ Separator options

) Tab (*! Comma
i1 Semicolon i Space i Other | Text delimiter |~

Fields Step 7: Map your source column with target field name

MNOME t|Employee  [OT [Unit
TRANSKEY o0l DR10 1
ENTRYDATE 0oz DR 10 1
TRANSDATE 003 DR1D 1
POSTDATE 004 DROS 2
EPpLo 005 DROS5 2
PROJECT
JOB

TASK o

CODE _ i
Cancel Back Mext Finish
—|| DEscrIPTION - - N !

WORKLINIT T Ty Ty ST Ty T
|| unrrTYRE '

RATE ,
\_PAYRATE [+

| I

Step 8: Click Finish

6. Import Wizard - Sample
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BB Import Wizard

Description |«: <MNew:=>x

¥ Import
From row

W Separator options

Lave -

{1 Tab (=} Comma

i Semicolon ) Space ) Qther | Text delimiter i' -
Fields
TRAMSD... |EMPLOYEE |CODE WORKUNIT
07/01/08 001 DR10 1
a7foijos o2 DR10 1
a7foijos a3 DR.10 1
07fatjos Qo4 (DROS 2
07/01/08  |005 |DROS 2

Cancel Back Pext Einish

7. Import Wizard - Finish
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Information

@ 5 records imported,

[ | Fields
TRAMSD...
07fd1foz 001 DR10 1
07fo1fos 002 DR 10 1
07f01fos (003 DR 10 1
o7fo1foz 004 DRAOS 2
07f1foz 005 DRAOS 2

Cancel

Einish

r ﬁ Import Wizard @1
Description |{{New:=-:=- Save -
¥ Import
From row

LR

8. Save the Transaction

"'1:& d 1
4 —% |

©

Q@

&

E] Trans Date | Post Iﬂ%te Employee Code Description Wark Unit | Rate
07/01/2008 | 15/07/2006 001 DR10 1.0 Rest Day 1.00 1,00
07/01/2008 | 15/07/2008 002 DR 10 1.0 Rest Day 1.00 1,00
07/01/2008 | 15/07/2008 003 DR 10 1.0 Rest Day 1.00 1,00
07/01/2008 | 15/07/2008 094 DROS 1/2 Rest Day 2.00 0.50

pE07/01/2008 | 15/07/2008 |00% DROS 1/2 Rest Day 2.00 0.50
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