Clarity - How to setup Import Paycard for .CSV comma-
delimited file (Hours/Amount/payroll category by Columns)

You can import hours and amounts from CSV file to Clarity.

1. You need to delete the header record from the Excel file

2. Change Excel file type to CSV (Comma delimited )

3. Keep the CSV file. Sample below is an example with two employees and two payroll categories (In this example Column A contain Employee
code, Column B is the first Payroll category and column C is second.
First Sample: Layout2.csv
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4. Go to Configuration > Interfaces > Paycard import interfaces
5. Click + sign at the top and create a new import interface.
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6. Click at the top” Field mapping tab” and include field mapping by the add button. Include as much as you want depending on your import layout
requirements.
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7. Select your Pay period by Payroll > Select pay period.
8. Go to Payroll > Process paycards > Batch payroll.
9. Select only the first option and click next.
{- Create paycards wizard
Selected payrol to be run
Payroll group: ALL STAFF
Pay period: 11272019 T 0208
Pay data: 02222019
Run type: Regular
Payroll processing steps
Step 1. Import from a file - Create paycards OMLY for employees with import entries
Step 2. Create paycards OMLY for employees with job cost entries
Step 3. Create paycards ONLY for employees with no import entries and no job cost entries
Step 4. Create cost alocation entries ONLY if employees are set up to use cost allocation
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10. Select your import interface name and your import file location.

{- Create paycards wizard

FPOr  Codes

Import interface name :

|STANDARD COMMZ w
imgart fie name :
[CWsers\DavidDeskioplLayout2. csv

11. Click at the top tab codes and mapping payroll categories codes.
o Cruate payeards winwd
Imperi  Codies
Bescrptcn Catwgory
Haaty Wages
Eaming categery b v ke Unitfype 07 Cverme 1
'immhmkmwd!
Barnng satapery 1 sad fos Utz B4
Earmng category b et o intiypn 85
Earnng categiry B st Und Syoe 08
Larming category o s S Unk Byse 07
Larming category bn vae for Unkype 08
'Eamng category o uae fr Unttype 05
'lmullmbmwumw L
'!mullmnmh-uuw n
.!mwnmh’hﬁ.wu
Earming categreny by uas doe Uniktyse 11
Earning categery b ag b Unt e 14
Eirnng Categery b w2 Unthoe 15
Earnng categiny b s S Und fyoe 1
.lmmhmhmw ”
Lamng category o wae o Unttype 18
Eaming categery o use fr Untiyps 15
'imullmnmwumwn
'Eaming catrgory o use o Amcunttype 41 Borad
‘Earming category ko sae o Areuntiyze 82
T ——— |

12. élick Next.




13. Run Payroll,
(i Create paycards wizand

Fayrol processing steps
W' Step 1. knport from a fie - Create paycards ONLY for employess with mport eniries
Q Step 2. Creade paycards OHLY for employees with job cost eniries
{5 Step3 Create paycards ONLY for employees with nd import andior job cost entries
v Step 4. Creade cosi alocation entries ONLY if employees are set up fo use cost alocation

Information

0 Paycard crestion complete!

Close

If you get Paycard creation complete this means paycard batch has imported successfully.
14. You can check the paycards hours on Payroll > Process Paycards > Edit Paycards

(Cost alocation (F7) | Job cost (FE) Notepad | [[|| gose || 7 hew |

Note: Please try this setup in a "SANDBOX" TEST company then if the test is ok you can do in your live company.



	Clarity - How to setup Import Paycard for .CSV comma-delimited file (Hours/Amount/payroll category by Columns)

