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Data Loading Guide 
This guide sets out how to data load into different Objects within Sage 
People to help reduce errors and ensure that incorrect data is not loaded 
into the system.  From the Contents page, click on the data load you are 
looking to complete and you will be directed to a full walk through of the 
steps to follow in order to complete the data load. 
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Salesforce ID 
How to create an 18-Character Salesforce ID field and why you need it 

This field will be key when using the Salesforce Data Import Wizard, as it identifies the record the 
new or updated information will be linked to when the data load is completed.  

1. Using setup, navigate to Object Manager and the relevant Object (i.e. Team Member, 
Employment etc.). 

2. Select Fields & Relationships and click New. 

3. Create a Formula Field: 

• Field Name: Salesforce ID 

• Data Type: Text > click Next 

• In the Formula section add CASESAFEID(Id) > click Next > You can choose to add 
this field the various Page Layouts that are listed, the default is checked or if you 
would prefer to keep the field in the background for reporting purposes only, 
remove the ticks, click Next > click Save 
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Enhanced Objectives 
How to data load Enhanced Objectives using the Salesforce Data Import 
Wizard 

There are 3 questions/steps to follow when using the Data Load Wizard: 

1. What kind of data are you importing?  Choose the Object you want to load data into; you 
can only import data into one Object at a time. 

2. What do you want to do? You can add new records, update existing records, or add new 
records and update existing records at the same time. 

3. Where is your data located?  Select the data file that you want to import.  

1. Once you have created your 18-Charater Salesforce ID field you need to run a report and 
export all the relevant ID’s for your data load. 

 

2. View the fields on Enhanced Objectives and then create an Excel spreadsheet template with 
the data you would like to upload into the relevant fields.  Note: You must include the Status 
column with Active as the value in order for the Enhanced Objectives to be shown in WX. 

 

3. When you are ready to start your data load, navigate to Sage People and click Setup. 
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4. In the Quick Find box, search for and select Data Import Wizard.  

 

5. Select Launch Wizard! 

 

6. Select Custom objects.  Scroll to the bottom of the page and click Enhanced Objectives. 

 

7. For this example, we want to add new Enhanced Objectives to Team Member records so click 
Add new records.  For the question Which Team Member field in your file do you want 
to match against to set the Team Member lookup field, select Salesforce.com ID. 
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8. Now upload your file, ensure that the file has been saved as a CSV UTF-8 file, select the 
character code Unicode (UTF8) and click Next.  

 

9. The system will then map (where it can) the relevant headers in your template to the fields 
in Sage People.  For each field that shows as Unmapped you will need to click on the Map 
link from the Edit column and then select the relevant field to map the CSV Header to e.g. 
for the purpose of this example you would map to the Team Member field.  Click Map.  

 

10. Once all fields have been mapped, click Next and Start Import.  

 

11. You will now see the log screen that shows the status of the import.  Once the import has 
completed the status will change to Completed and if there are any errors with the file, 
these will be displayed in the log; correct the errors as required.  Spot check a few Team 
Member records to make sure you are happy with the data. 
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How to Data load Tasks for Enhanced Objectives  

1. Create the 18 Character Salesforce ID field on the Enhanced Objective object as set out 
above.  

2. Run a report to pull the Enhanced Objectives 18-Character Salesforce ID reference you are 
looking to load into Tasks in Sage People. 

 

3. Create an Excel template and include the Salesforce ID for the Enhanced Objectives you are 
looking to add a task to along with the content, status and order.  The order is needed if you 
are adding more than one teask under the same Objective; this enables the system to display 
them in the relevant order.  

 

4. Save the template as a CSV UTF8 file. 

5. When you are ready to start your data load, navigate to Sage People and click Setup. 

 

6. In the Quick Find box, search for and select Data Import Wizard.  
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7. Select Launch Wizard! 

 

8. Select Custom objects.  Scroll to the bottom of the page and click Tasks. 

 

9. For this example, we want to add/link new Tasks to the Enhanced Objective field so click Add 
new records.  For the question, Which Enhanced Objective field in your file specifies 
the Master/Detail relationship, select Salesforce.com ID. 

 

10. Drag and drop your save CSV UTF8 file and select Character Code Unicode (UTF8) and click 
Next. 

 

11. The system will then map (where it can) the relevant headers in your template to the fields 
in Sage People.  For each field that shows as Unmapped you will need to click on the Map 
link from the Edit column and then select the relevant field to map the CSV Header to e.g. 
for the purpose of this example you would map the Enhanced Objective ID field to the 
Objective field and the Task Content field to the Content field.  Click Map.  
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12. Once all fields have been mapped, click Next and Start Import.  

 

13. You will now see the log screen that shows the status of the import.  Once the import has 
completed the status will change to Completed and if there are any errors with the file, 
these will be displayed in the log; correct the errors as required.  Spot check a few Team 
Member records to make sure you are happy with the data. 
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Salary and Bonus 
How to data load Salary records 

If you need to mass update salary records i.e. due to an annual salary review in your organisation, 
you could complete this via a data load.  This type of data load uses the Sage People Data Loader.   

Consideration: This could be done either via a mass data upload or via an HR Request data load. 

 

1. Create the data template for the new salaries to be loaded into Sage People.  You should 
include the following fields in the template as a minimum: 

• Unique ID/Employee Number 

• Start Date (Salary Effective Date) 

• Change Reason 

• Currency 

• Amount 

• Period 

• Annual Multiplier 

• Active 

• Plus any other custom fields that you record on the Team Member Salary record 

Note: You will also need to include the API field names for these fields; tick the checkbox when 
generating the template. 
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2. To generate the Salary data load template, from the App Launcher type in Data Loader 
Home and select Template Generator Individual Objects. 

 

3. In the Object Type field, select Salary and select the relevant fields using the right arrow 
button (include the minimum requirement highlighted above).  Once you have selected all 
of the required fields, click 1. Generate.  Tick the Insert API Names checkbox and click 2. 
Create File. 
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4. You can then align the API field names with the data in your spreadsheet.  We recommend 
that you test a sample file in your Sandbox first to make sure there are no errors. 

 

5. To load the data template into Sage People, click on the App Launcher, type in Data Loader 
Home and select Individual Object.  Note: The API field names generated in the Salary data 
load file are based on using the Individual Object Data Loader.  If you were to use the Team 
Member, Employment and Salary data load option, the system would assume the Salary Start 
Date is the Employment Start Date which is not the case. 

 

6. The file upload requirements are as follows: 

• Object Type: Salary 

• File: Click Choose file, find/click on the link of your csv. file 

• Import Type: Insert 

• Delimiter: Comma 

• Date Format: DD/MM/YYYY 

• Ignore Blanks: Checked 

• Click Upload 

Note: When loading in new Salary records you should always use the Import Type: Insert as you 
want to show the history by adding in a new row.  You would use the Update option if you wanted 
to correct a current Salary record i.e. salary should be £35,000 instead of £30,000 
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7. If there are no formatting errors, scroll down to the File Details section and click Import. 

 

8. You will be presented with the following screen where you can view the upload status; if you 
refresh the screen you will see the Status change i.e. will move from Checking to 
Committing to Completed. 
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9. In the event that there are errors within the file, the error list can be found on the Related 
tab.  You will need to correct the errors in the data load file and then start the import process 
again.  Note:  No changes will be applied to the org until all errors have been corrected and 
the upload Status shows as Completed. 

 

In this example you can see that the Currency Code EUR on row 5 of the data load file does not 
match the Currency Code in the Object.  The Currency Code in the Object shows Euro so to correct 
this error you would need to change the Currency Code to Euro in the data load file and then re-
import the corrected file. 

 

10. Once all corrections have been made the Details tab will show the Status as Completed.   
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11. Spot check a few Team Member records to make sure you are happy with the data.  You will 
see a new Salary record row has been added for all Team Member records included in the data 
load file and the previous record has now been deactivated with the latest record showing as 
Active. 
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How to data load Bonus records 

You may issue annual or one-off spot Bonus payments to your employees and want to record this in 
the system for reporting purposes.  This section of the guide will walk you through how to mass 
upload Bonus payments; this type of data load uses the Sage People Data Loader.   

1. Create the data template for the new Bonus amounts to be loaded into Sage People  You 
should include the following fields in the template as a minimum: 

• Unique ID/Employee Number 

• Award Date 

• Paid Date 

• Currency 

• Amount 

• Reason 

• Plus any other custom fields that you record on the Bonus record 

Note: You will also need to include the API field names for these fields; tick the checkbox 
when generating the template. 

2. To generate the Bonus data load template, from the App launcher type in Data Loader Home 
and select Template Generator Individual Objects. 
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3. In the Object Type field, select Bonus and select the relevant fields using the right arrow 
button (include the minimum requirement highlighted above).  Once you have selected all 
of the required fields, click 1. Generate.  Tick the Insert API Names checkbox and click 2. 
Create File. 

 

4. You can then align the API field names with the data in your spreadsheet.  We recommend 
that you test a sample file in your Sandbox first to make sure there are no errors. 

 

5. To load the data template into Sage People, click on the App Launcher, type in Data Loader 
Home and select Individual Object.   
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6. The file upload requirements are as follows: 

• Object Type: Bonus 

• File: Click Choose file, find/click on the link of your csv. file 

• Import Type: Insert 

• Delimiter: Comma 

• Date Format: DD/MM/YYYY 

• Ignore Blanks: Checked 

• Click Upload 

 

7. If there are no formatting errors, scroll down to the File Details section and click Import. 
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8. You will be presented with the following screen where you can view the upload status; if you 
refresh the screen you will see the Status change i.e. will move from Checking to 
Committing to Completed. 

 

9. In the event that there are errors within the file, the error list can be found on the Related 
tab.  You will need to correct the errors in the data load file and then start the import process 
again.  Note:  No changes will be applied to the org until all errors have been corrected and 
the upload Status shows as Completed. 

10. Once all corrections have been made (if applicable), the Details tab will show the Status as 
Completed.   
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11. Spot check a few Team Member records to make sure you are happy with the data.  You will 
see a new Bonus record row has been added for all Team Member records included in the data 
load file.  
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Absence 
How to data load Absence Adjustments  

If you need to make ad-hoc changes to absence entitlements, you can do this by creating an Absence 
Adjustment.  For example, you have decided to give all employees in the HR Department ‘UK (Head 
Office)’ an extra day of holiday for the current holiday year.  This type of data load uses the Sage 
People Data Loader.   

1. If you are data loading Absence Adjustment(s) you will need to identify the Absence Accrual 
Rule Name for the Absence Type that you are adjusting.  From the App Launcher, type in 
Absence Accrual Patterns.  Click on the Absence Accrual Pattern name link that relates 
to the Team Member records you want to update. 

 

Note: If you are not sure what the Absence Accrual Pattern name is, you can find this by 
navigating to HR Departments and finding the linked Policy.  In this example the UK (Head 
Office) HR Department is linked to Policy UK (Full HCM). 
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Click on the Policy link and scroll down to the Absences – Annual Leave section to find the 
default Absence Accrual Pattern name, for the purpose of this example it is called UK 
Absence.  Note: Watch out for Team Members who may have a Policy Override on their Team 
Member record or an Absence Accrual Pattern override on their Employment record (you can 
report on both of these fields) as this will impact which Absence Pattern Rule name you 
reference. 

 

Once you have located the relevant Absence Accrual Pattern, you need to confirm the 
Absence Accrual Rule Name for the Absence Type/Reason you want to adjust.  For the 
purpose of this example, we want to grant all Team Members in the UK Absence Absence 
Accrual Pattern an extra days holiday so you would use the Absence Accrual Rule Name 
2014.12#10, Type: Vacation, Reason: Holiday in the Absence Adjustment data load template.   

Note: If you are applying the Absence Adjustment to Team Members who are also eligible for 
this additional day of holiday who have a different Absence Accrual Rule Name i.e. they have 
a Policy override or an Absence Accrual Pattern override, you must also use the Absence 
Accrual Rule Name associated to their override Absence Accrual Pattern in the data load 
template. 

 

2. Now that you have identfied the Absence Accrual Rule Name(s) you can start to prepare your 
data.  Run a report for all current employees assigned to the HR Department UK (Head Office) 
and include the field Unique ID.  Include the Policy Override and Absence Accrual 
Pattern fields so that you can identify employees who have a different Absence Accrual 
Pattern to UK Absence.  
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For the purpose of this example, all employees have a Policy Override to UK (Full HCM) 
which is the default Policy for the UK (Head Office) HR Department which means the default 
Absence Accrual Pattern is UK Absence; we have already identified the Absence Accrual 
Rule Name in the step above.  You can see in the screenshot below that Kaiden Whitaker has 
an Absence Accrual Pattern override so you will need to confirm the Absence Accrual Rule 
Name for the UK Absence (Hours) Absence Accrual Pattern and use this instead when 
creating his record in the data load template.   

 

3. Create the data template for the Absence Adjustments to be loaded into Sage People.  You 
should include the fields below.  You will also need to include the API field names; tick the 
checkbox when generating the template: 

• Unique ID/Employee Number 

• Absence Accrual Rule Name 

• Start Date 

• End Date 

• Rate Adjust 

• Rate Rule  

• Rationale 

Note: Ensure the Rate Adjust field reflects the correct Rate Units for the Absence Accrual 
Pattern the employee is linked to i.e. if the employee books holiday in hours, you will need 
to enter the number of hours for the equivalent working day in the Rate Adjust field e.g. if a 
full working day is 7.5 hours, you would enter 7.5 whereas if an employee books holiday in 
days, you would enter 1 in the Rate Adjust field.  If you want to check the Rate Units field, go 
to the Absence Accrual Pattern tab, click on the Absence Accrual Pattern name link and you 
can find this in the Details section, see screenshot example below: 
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The Start and End dates will be based on when you want the extra day to be added to the 
holiday entitlement.  It will also vary depending on the Rate Per field on the Absence Accrual 
Rule itself.  If you want to add just 1 day then you need to do it over the timeframe that 
matches the Rate Per.  For example: 

 

For the purpose of this example, the Rate Per for the Holiday Absence Accrual Rule Name 
is shown as Month and the extra day is to be added to the entitlement from the start of the 
holiday year i.e. January therefore the dates for the data load template will be Start Date 
01/01/2023 and End Date 31/01/2023. 
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Note: If you are subtracting holiday from an employee, you cannot subtract more than they 
will accrue in that period e.g. if an employee has an annual holiday entitlement of 25 days, 
they will acrrue 2.08 days a month.  If you need to subtract 3 days, you would subtract 2 days 
from January and 1 day from February. 

4. To generate the Absence Adjustment data load template, from the App launcher type in Data 
Loader Home and select Template Generator Individual Objects. 

 

5. In the Object Type field, select Absence Adjustment and select the relevant fields using 
the right arrow button (include the minimum requirement highlighted above).  Once you 
have selected all of the required fields, click 1. Generate.  Tick the Insert API Names 
checkbox and click 2. Create File. 
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6. You can then align the API field names with the data in your spreadsheet.  We recommend 
that you test a sample file in your Sandbox first to make sure there are no errors. 

 

7. To load the data template into Sage People, click on the App Launcher, type in Data Loader 
Home and select Individual Object.   

 

8. The file upload requirements are as follows: 

• Object Type: Absence Adjustment 

• File: Click Choose file, find/click on the link of your csv. file 

• Import Type: Insert 

• Delimiter: Comma 

• Date Format: DD/MM/YYYY 

• Ignore Blanks: Checked 

• Click Upload 
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9. If there are no formatting errors, scroll down to the File Details section and click Import. 

 

10. You will be presented with the following screen where you can view the upload status; if you 
refresh the screen you will see the Status change i.e. will move from Checking to 
Committing to Completed. 
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11. In the event that there are errors within the file, the error list can be found on the Related 
tab.  You will need to correct the errors in the data load file and then start the import process 
again.  Note:  No changes will be applied to the org until all errors have been corrected and 
the upload Status shows as Completed. 

12. Once all corrections have been made (if applicable), the Details tab will show the Status as 
Completed.   

 

13. Spot check a few Team Member records to make sure you are happy with the data.  You will 
see a new Absence Adjustment record rhas been added for all Team Member records included 
in the data load file, you can also check this in the Team Members Accrual Log. 

 

The example below shows the employees WX Year End Balance before the extra holiday day 
was added and after.  You will notice the Holiday Year End Balance started at 27 days before 
the Absence Adjustment and now shows as 28 days following the adjustment. 
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How to data load Absence Accruals 

Absence Accrual data loads are really useful.  Essentially the functionality enables you to 
correct the Accrual baseline by ‘drawing a line in the sand’ with changes becoming effective 
from a specific date onwards, for example you would use this option if you wanted to amend the 
carryover balance from the previous holiday year at the individual Team Member level.  You 
would also use this option if you wanted to change an employees Absence Accrual Pattern from 
a given point in time.  This type of data load uses the Sage People Data Loader.   

Note: Creating an Absence Accrual record means that you will only be able to view the Accrual 
history logs in the Team Member Accrual Log from the start date of the latest/new Absence 
Accrual record, you will no longer be able to see previous years’ history.   

1. If you are data loading Absence Accruals you will need to identify the Absence Accrual Rule 
Name for the Absence Type that you want to add an Accrual record for.  From the App 
Launcher, type in Absence Accrual Patterns.  Click on the Absence Accrual Pattern name 
link that relates to the Team Member records you want to update. 

 

Note: If you are not sure what the Absence Accrual Pattern name is, follow the steps outlined 
in step 1 here. 

2. Now that you have identfied the Absence Accrual Rule Name(s) you can start to prepare your 
data.  For the purpose of this example, the Absence Accrual Pattern the employees we will be 
adding an Absence Accrual for are assigned to the Absence Accrual Pattern  UK Absence; we 
have already identified the Absence Accrual Rule Name to use in the Absence Accrual data 
load in the step above i.e. 2014.12#10, Type: Vacation, Reason: Holiday. 

Note: If you are applying an Absence Accrual to Team Members who have a different Absence 
Accrual Rule Name i.e. they have a Policy override or an Absence Accrual Pattern override, 
you must also use the Absence Accrual Rule Name associated to their override Absence 
Accrual Pattern in the data load template. 
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3. Run a report to identify the employees you want to include in the Absence Accrual data load, 
you will need their Unique ID for the data load.  Follow the steps outlined in step 2 here. 

4. Create the data template for the Absence Accruals to be loaded into Sage People.  You should 
include the fields below.  You will also need to include the API field names; tick the checkbox 
when generating the template: 

• Unique ID/Employee Number 

• Absence Accrual Rule Name 

• Effective Date 

Depending on what you are looking to adjust, you may also need:  

• Accrual 

• Next Accrual  

• Tme in Lieu 

• Carry Over 

• Total Accrual 

The Effective Date will be based on when you want the Absence Accrual to start from.  For the 
purpose of this example, we are amending the holiday carryover balance carried over from 
the previous holiday year i.e. from 31 December 2022 to 1 January 2023 so the Effective Date 
will be 01/01/2023. 

5. To generate the Absence Accrual data load template, from the App launcher type in Data 
Loader Home and select Template Generator Individual Objects. 
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6. In the Object Type field, select Absence Accrual and select the relevant fields using the 
right arrow button (include the minimum requirement highlighted above).  Once you have 
selected all of the required fields, click 1. Generate.  Tick the Insert API Names checkbox 
and click 2. Create File. 

 

7. You can then align the API field names with the data in your spreadsheet.  We recommend 
that you test a sample file in your Sandbox first to make sure there are no errors. 
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8. To load the data template into Sage People, click on the App Launcher, type in Data Loader 
Home and select Individual Object.  

  

9. The file upload requirements are as follows: 

• Object Type: Absence Accrual 

• File: Click Choose file, find/click on the link of your csv. file 

• Import Type: Insert 

• Delimiter: Comma 

• Date Format: DD/MM/YYYY 

• Ignore Blanks: Checked 

• Click Upload 

 

10. If there are no formatting errors, scroll down to the File Details section and click Import. 
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11. You will be presented with the following screen where you can view the upload status; if you 
refresh the screen you will see the Status change i.e. will move from Checking to 
Committing to Completed. 

 

12. In the event that there are errors within the file, the error list can be found on the Related 
tab.  You will need to correct the errors in the data load file and then start the import process 
again.  Note:  No changes will be applied to the org until all errors have been corrected and 
the upload Status shows as Completed. 

13. Once all corrections have been made (if applicable), the Details tab will show the Status as 
Completed.   



34 SAGE PEOPLE 

 

 

14. Spot check a few Team Member Accrual Log records to make sure you are happy with the data.  
You will see a new Absence Accrual record has been added for all Team Member records 
included in the data load file and the starting carryover balance has been adjusted. 
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PDFs 
How to data load PDF documents into Manager Note 

These steps will walk you through how to data load PDF documents into Manager Note that can be 
made visible to both Managers and/or Team Members.  This type of data load uses the Salesforce 
dataloader.io. 

1. Open a new Excel template and add in the following fields as column headers: 

• Salesforce ID; This field needs to be set up in the Employment Object, if you 
need to set up this custom field, please refer to the steps here 

• Comment; this is a free text field so add in text to explain what the Manager Note 
is referencing e.g. Salary Increase  

• Show Manager; if you want Managers to be able to see the Manager Note then type 
True or else False; this will be visible as an attachment in WX 

• Show Team Member; if you want Team Members to be able to see the Manager 
Note then type True or else False; this will be visible as an attachment in WX 

 

2. Once you have created the data load template, save the template as a .csv file format 
(Comma delimited). 

3.  Go to Setup and in the Quick Find box, type Dataloader.io.  Click Launch dataloader.io; 
you will be asked to Confirm redirect? Click Confirm. 
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4. Click Login with Salesforce. 

 

5. Choose the Environment you want to update the data in, the default is Production and click 
Login.  

 

6. You will be prompted to Allow Access?  Click Allow. 
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7. Click NEW TASK and then click Import. 

 

8. A new window will open, select the following options: 

• Operation: Insert 

• Object: In the Quick find..., type in Manager Note, select Manager Note and click 
Next 

 

9. Click Upload CSV, load your .csv data load file and the following screen appears: 
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10. The screen defaults to show All column header fields included in the data load template.  
The next step is to ‘map’ any ‘Unmapped’ fields.  Click Unmapped.  In this example we need 
to map the Salesforce ID.  Click Select.  Click on the Ids tab and select Employment.   

 

11. All fields have now been mapped.  Click on the Mapped tab. Tick the Lookup via: checkbox 
and click Select.  Scroll down the list of options until you find Salesforce ID, click on the 
field and click Next. 

 

12. Click Save & Run. 
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13. You will be asked to confirm you want to proceed, click Run. 

 

14. The import will run and once the task has completed (refresh the screen) you will see this on 
the History screen.  Check that the number returned as successful matches the number of 
rows of employee data in your import template.   

 

15. A new Manager Note Related List record will show on the Employment record for each 
employee included in the data load.  Spot check a few Employment records to make sure you 
are happy with the data.   

 

16. The Manager Note record shows all data fields included in the import file.  This information 
appears in the Details tab.  The next step is to import the corresponding PDF file attachment 
to the record so that this appears in the Related tab and is also visible to the Manager and 
Team Member in WX. 
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17. Open a new Excel template and add in the following fields as column headers: 

• Parent ID; This field needs to be set up in the Employment Object, you will 
already have this information from the first import file used to create the Manager 
Note records 

• Body; this is the file path location for where the file is stored e.g. C: Drive, 
SharePoint etc. If you are uploading the files in a Zip folder (Step 19) this field 
should just be a repeat of the filename of the attachment only. 

• Name; this is the PDF file name e.g. Salary increase letter.pdf 

 

18. Once you have created the data load template, save the template as a .csv file format 
(Comma delimited)  

19. Save the Attachment(s) to be uploaded in a Zip folder; right click on the PDF file name > click 
Send to > Compressed (zipped) folder 

20. Go back to the Salesforce Dataloader i.o NEW TASK screen, if you have logged out, please 
follow these steps to regain access. 

21. Click NEW TASK and then click Import. 

 

22. A new window will open, select the following options: 

• Operation: Insert 

• Object: In the Quick find..., type in Attachment, select Attachment and click 
Next 
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23. Click Attachment Zip. 

 

24. Click Upload Zip, load your Zip file and the following screen appears, click Source CSV and 
then click Upload CSV, load your .csv data load file. 

 

25. The following screen appears.  The screen defaults to show All column header fields 
included in the data load template.  

 

26. You may need to map the fields  the Salesforce ID.  Click Select.  Click on the Ids tab and 
select Parent ID.   
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27. Click Save & Run. 

 

28. You will be asked to confirm you want to proceed, click Run. 

 

29. The import will run and once the task has completed (refresh the screen) you will see this on 
the History screen.  Check that the number returned as successful matches the number of 
rows of employee data in your import template.   

 

30. The PDF attachments will now appear in the Manager Note Related List records you created 
earlier on the Employment records.   
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31. Spot check a few Manager Note records to make sure you are happy with the data.  The PDF 
attachment appears in the Related tab.   

 

HR Requests 
How to data load future dated HR Requests  

This section of the guide walks you through how to data load future dated HR Requests in bulk for 
multiple Team Members at the same time.  This type of data load uses the Salesforce Data Import 
Wizard.   

There are many fields that can be updated via an HR Request and certain considerations will need 
to be taken into account when going through the data load process but for the purpose of this 
example, we will data load a new future dated HR Request for a salary increase. 

There are 3 questions/steps to follow when using the Data Load Wizard: 

1. What kind of data are you importing?  Choose the Object you want to load data into; you 
can only import data into one Object at a time. 

2. What do you want to do? You can add new records, update existing records, or add new 
records and update existing records at the same time. 
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3. Where is your data located?  Select the data file that you want to import.  

1. Open a new Excel template and add in the following fields as column headers; save the 
template as a .csv file format (Comma delimited): 

• 18-character Salesforce ID field (for the Employment Object) 

• Reason 

• Change Reason 

• Submitted Date 

• Approved Date 

• Effective Date 

• New Salary 

• Currency 

• Annual Multiplier 

• Period 

• Rationale 

 

2. When you are ready to start your data load, navigate to Sage People and click Setup. 

 

3. In the Quick Find box, search for and select Data Import Wizard.  
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4. Select Launch Wizard! 

 

5. Select Custom objects.  Scroll down until you find HR Requests; click HR Requests. 

 

6. For the purpose of this example, we want to add new HR Requests to Team Member records 
so click Add new records.  For the question Which Exchange Rate field in your file do 
you want to match against to set up the Currency lookup field, select Exchange Rate 
Name. 

For the question Which Employment Record field in your file specifies the 
Master/Detail relationship, select Salesforce.com ID. 

 

7. Now upload your file, ensure that the file has been saved as a CSV UTF-8 file, select the 
character code Unicode (UTF8) and click Next.  
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8. The system will then map (where it can) the relevant headers in your template to the fields 
in Sage People.  For each field that shows as Unmapped you will need to click on the Map 
link from the Edit column and then select the relevant field to map the CSV Header to e.g. 
for the purpose of this example you would map the Salesforce ID field to the Employment 
Record field and the New Salary field to the Salary Amount.  Click Map after you map each 
Unmapped field.  

 

9. Once all fields have been mapped, click Next and Start Import.  
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10. The screen will display a message to say that the import has started, click OK. 

 

11. You will now see the log screen that shows the status of the import.  Once the import has 
completed the status will change to Completed and if there are any errors with the file, 
these will be displayed in the log; correct the errors as required.  Spot check a few 
Employment > HR Request Related List records to make sure you are happy with the data. 

 

12. In our example, the Approved Date is a date in the past so once the HR Request record has 
been data loaded into the HR Request Related List on the Employment record, the Status 
will show as Approved. 
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13. Every night the HRRequestExecuteBatch runs and will automatically set the HR Requests 

Status to Finalized once the Effective Date is met.   

 

14. The details of the HR Request will now be live on the Employment record e.g. the new salary 
record for this example now shows as £75,000 effective 01/08/2023. 
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Considerations when data loading HR Requests  

There are many fields that can be updated via an HR Request data load and depending on the data 
being loaded, there are certain considerations to take into account which are documented below 
(this list is not exhaustive): 

• Run a report that includes all Team Members and the Salesforce ID field so you can 
easily identify the Salesforce ID field records that you need to add to the data load 
template. 

• When data loading a Lookup field into the HR Request data load Custom object, 
you may want to consider creating the 18-Character Salesforce ID field for all 
relevant Objects you are looking to include in the HR Request data load e.g. the 
Salesforce ID for Exchange Rates, Job Library Item (for Job) etc.  

 

This then allows you to reference the Salesforce ID in multiple places when you get 
to step 2. What do you want to do? section of the data load process. 

 

• When loading new Salary data, always include the Effective Date, Currency and 
Annual Multiplier. 

• If you are changing the Manager Name for a Team Member, you must include the 
18-Character Salesforce ID of the new Manager Name (the Team Member 
Salesforce ID for the Manager)  in the csv.data load template. 

• If you are updating the name of a Manager, when you get to step 2. What do you 
want to do? make sure you use the correct Manager reference i.e. Which User field 
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in your file do you want to match against to set the Manager lookup field? 

 

• The Submitted Date should be the date that you are loading the data into the 
system. 

• Never include the Finalized Date, this will be managed by the processing of the 
overnight HR Request batch. 
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