Clarity - How to setup Import Paycard for tab-delimited file

How to setup Import Paycard for tab-delimited file

A tab-delimited text file is a file containing tabs that separate information with one record per line. A tab delimited file is often used to upload data to a
system. The most common program used to create these files is Notepad (.TXT)

Steps:

1. Open your Layout by Notepad and check the structure of this layout.
Example: (.TXT) file might change. It is depends on software provider.

| PAYFILE BATCH Masternet - Notepad

File Edit Format View Help
H

D5eze 48.89 3.75 1.0 e.ee e.ee e.ee e.ed 25.65 42.75
Dsese 48.89 3.58 e.0e e.ee e.ee e.e2 e.8e 8.09 8.2e
D5@55 48.08 1.08 8.88 g.ee @.88 e.08 16.48 2.e8 16.58
D5857 48.8@ 3.0 e.ee e.ee e.ee g.e@ e.ed 2.08 g.0e

2. Go to Configuration > Interfaces > Paycard import interfaces / Then click on (+) sign to create a new layout
3. On Detaills tab add Code, Name of the new layout

File Type= Fixed length file

Additional settings: only check Import file has a header record

= =l ==
Paycard import interfaces P O L | e
Code : [l | Name: |I.1W
List Details  Figid mapping
m ]
Cods :! i
;
NHame IMW
File type
() Comma delimited file
(@) Fixed langth file
Additional settings:
[C] ™he file provides payroll category numbers
E=] import fie has a header record
[ Header record provides names of the fields to be imported
Close '_f Heip

4. Click on tab “Filed mapping”.
This is an Example base of the (.TXT) file in step 1.
5. Click Add button to add the line. Click on the Source field cell to activate the drop down list. Select the datasource, enter the Start and End

position.



0 ~NO®

Paycard import interfaces

e |

IR CYEE] - |

List Details Field mapping

Source fiekd Source siart position Source end position Sequence

Detail Racord (0°) ] 1] 1 L)
Employee number | 2| 14 0
Humber of units for 01st eaming of unt type | 15| 24| 0
Humber of units for 02nd sarming of unit type 25 33 0
Humber of units for 03rd earming of unt type | 34| az 0
Humber of units for O4th eaming of unit type | lai 51 0
Number of units for 05th eaming of unk type | 52| 50/ 0
Number of units for 06th earming of unt type | 81 7 0
Amount for D15t earning of amount type 71| 80| 0
Amount for 02nd sarning of amount type & 4] 0
Amount for 03rd earning of amount type | 82 103 0
Amount for 04th earning of amount type | 104 108 0

| Bemove |

gose || Tep

Selected payroll to be run

Payroll group: Wesk

Pay period: 02/10/201 To 0 15
Pay date: 023

Run type: Regular

Payroll processing steps

Step 1. Import from a file - Create paycards ONLY for employees with import entries
Step 2. Create paycards ONLY for employees with job cost entries

Btep 3. Create paycards ONLY for employees with no import entries and no job cost entries|
Step 4, Create cost aliocation entries ONLY if employees are set up to use cost allocation

(iprevious | | Nea | cancel |

Employee Number: Base on (.TXT) file Step 1 Employee number start in the position tab number 2 and stop in number 14.
. Repeat the steps for each source field, and click on save button (check-mark symbol).
. Go to Payroll > Process Paycards > Batch Payroll.
. Make the selection > click Next.

& Create paycards wizard

¢ O00m

[(7rew |




9. Select import interface name and browse for the file to be imported. Click next (at the bottom).
= Create paycards wizard — O 4
impert  Codes

Import interface name :
i

Import file name :
0016t

@ previous | | Next cancel ? Hep




10. Click Run Payroll.
- O b4

{» Create paycards wizard

Payroll processing steps
"* Step 1. Import from a fie - Create paycards ONLY for employ=es with import entrias

& Step 2. Create paycards ONLY for employees with job cost entries
@ Step 3. Create paycards ONLY for employees with no import andfer job cost entries
W Step 4. Create cost allocation entries ONLY if employees are set up to use cost alocation

(@ prevous| [ munpayrol || cancel || 7 hew |

A successful import will produce the following screen

{& Create paycards wizard

Payroll processing steps
W Step 1. Import from a file - Create paycards ONLY for employees wilh imgort entries

'@ Step 2. Create paycards ONLY for employees with job cost entries.
G Step 3. Create paycards ONLY for employess with no impart andfor job cost entries
W’ Step 4. Create cost alocation entries ONLY if employees are set up fo use cost alocation

W

Infarmation

o Paycard creation complete!

Cox ]

Close | 7 Hep

11. To check Employee paycard Go to Payroll > Process Paycards > Edit Paycards




12. Double click on your employee.

Payrol processing Oonoo]

FEE|
Eam | T |
Totals
Eamings : imwl
Deductions - %7.78
I T
107 SiatHol Hours 0.0000 Rate  27.5000 0.00 Paycard type: Regular
108 Act Prem o (. =
W09 AFT 0.00
10 NeT 25g5| | Payment method:
M Bonus 000 | Paystbtype:  |Bypsper
12 Nobce 0.00
13 Tem 0.00
14 Bereave Haurs £.0000 Rate  27.5000 0.00|

Hmhm:l |

Costglocaton (F7) | Job cost (F8) | | Motwpad @] | gose || Pren |

13. If the entry is not coming or is in the wrong place, review and check your (TXT) File until your fields coming in the right place. You can Overwrite
on the Batch Paycard wizard as many time as you want.

= ™

Payroll processing W0 ] FEEE
Number: lml Employee Test 1 ]

List  Paycard
Numbe Employes name Department  Payments Deductions MNetpay  Cheque # Payment methe ~
5020 | Employee Test1 DIRECT 1378.09 WTTE 10103 Deposit

5050 |  Employee Test 2 DIRECT 1244.38 28279  E1SE Deposit

5055 | Employee Test 3 DIRECT 1028.90 2851 7239 Deposit

5057 | Employes Test4 DIRECT 113475 28428 ESNAT Deposit

4786.12 1MT1.36  3614.76

Data will be soried in the order the columns are selected; to select muRiple columns hold down the AR and Shift keys.

| Mowpad (@] gose || 7Hew |
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