Sage People

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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SalesforcelD

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:

e Field Name: Salesforce ID

e Data Type: Text > click Next

e Inthe 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

225 Setup Home  Object Manager

BTeamMember

| Fields & Relationships

ntax to check for erors. Click the Advanced Formula subtab to use additional fields, operators, and

Lightning Record Pages &, & FirstName] More Examples...

nsert Fisid
| Insert Merge Field -~
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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.

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 datalocated? Select the data file that you want to import.

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.

| S —

'EE Sage People HCM L... Home  Workforce eXperience ~ Team Membe:

rs v Dashboards v  Reports v

REPORT v

New Report #  Team Member, Employment, Salary, Performance o

> = outline Y Filte °

5 Salesforce ID ¥ Name
i  Groups

_ a0Y8do
E

AK  Ethen Engel

AK  Cha Lindholm

Columns

Salesforce ID

Name

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 mustinclude the Status
column with Active as the value in order for the Enhanced Objectives to be shown in WX.

Salesforce ID Title

Category Company Objective Description EndDate Priority Review Date Start Date | Status
a0Y8e000000dRpFEAU Sage People: Dataload Company Innovation

31/12/2023 High 01/09/2023 01/07/2023 Active

Sucessfully data load in an enhanced objective.

eight %
10

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.

EEE Setup Home  Object

Q, data importw

v Integrations

Data Import Wizard

5. Select Launch Wizard!

Import your data in 3 easy steps!

Launch the Data Import Wizard to import your data

O 06 0 O

Pre-step: Prepare your Choose data to import Edit field mapping Review and start import

data for import
Launch Wizard!

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

Import your Data into Salesfor
You can import up to 50,000 records at a time

I R e ]

Objective Watchers

What kind of data are you importing?

Enhanced Objectives

Standard objects Custom objects Tasks

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.

Add new records v

Match by:
[--None-- v

Which User field in your file designates record owners?
[--None-- v

Which Enhanced Objective field in your file do you want to match against to set the
Aligned Objective lookup field?

[~-None-- v

Which Group field in your file do you want to match against to set the Group lookup
field?

[~None-- v

Which Team Member field in your file do you want to match against to set the Team

Member lookup field?

[--None-- ~|

P )
HIREtech Ref Id (External 1D)
--None--
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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.

Where is your data located?

File
Data Load Template - Enhanced Objectives.csv
Character Code

1SO-8859-1 (General US & Western European, ISO-LATIN-1) v
ISO-8859-1 (General US & Western European, ISO-LATIN-1)
Windows Japanese

Big5 Traditional Chinese

Japanese (Auto-Detect)
Unicode (UTF16)
KS C 5601 Korean
GB2312 Simplified Chinese
Big5 Traditional Chinese (HKSCS)
Japanese (Shift_JIS-2004)

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.

/ - Map your field: Salesforce ID

Edit Field Mapping: Enhanced Objectives

Eant Mapped Sajesforce Object CSV Header

ceneel

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

Cancel Previous 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.

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

REPORT w

New Enhanced Objectives Report #  Enhanced Objectives

> = Qutline Y Filter o
) Name ¥ Objective Name ¥ TaskName ¥ Title ¥ SalesforcelD-EO ¥
e Groups

B GROUP ROVS n Objective-00032

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.

Order

Enhanced Objective ID Task Content Status
a4j8e000000LESRAA4  Sucessfully Data Load a Task Active
a4j8e000000LESRAA4  Check Data Load has been sucessfun Active 1

Save the template as a CSV UTF8 file.

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

+ []e @
PO 01 sewp 4

In the Quick Find box, search for and select Data Import Wizard.

i3t Setup Home  Object

Q, dataimport w

v Integrations

Data Import Wizard
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7. Select Launch Wizard!

Import your data in 3 easy steps!

Launch the Data Import Wizard to import your data

© 0 O

Pre-step: Prepare your Choose data to import Edit field mapping Review and start import

data for import
Launch Wizard!

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

Tasks v

9. Forthisexample, 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.

Add new records v

Match by:

-—-None-- v |

Which User field in your file designates record owners?

--None-- v |

Which Enhanced Objective field in your file specifies the Master/Detail relationship?

Salesforce.com ID v

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

Where is your data located?

File

Data Load Template - Tasks.csv

Character Code

Unicode (UTF8) hd
Values Separated By

Comma v

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.qg.
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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Edit Mapped Salesforce Object CSV Header

Map Unmapped © Enhanced Objective ID

Map Unmapped © Task Content

Change Status Status

Change Order Order

Edit Mapped Salesforce Object CSV Header

Change Objective Enhanced Objective ID
Change Content Task Content

Change Status Status

Change Order Order

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

Cancel Previous 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.

Salary History

Salary w | Start Date 4 ~  Annual Amount “ | Currency ~ | Period

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:

e Unique ID/Employee Number

e Start Date (Salary Effective Date)

e Change Reason

e Currency

e Amount

e Period

e Annual Multiplier

e Active

e 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.

SQSG SAGE PEOPLE 10



2. To generate the Salary data load template, from the App Launcher type in Data Loader
Home and select Template Generator Individual Objects.

People Team

Sage People Data Loader
Team Member. Employment and Salary
Individual Object

Template Generator

Template Generator Individual Objects

Picklist Exporter

Mass Deletion

3. Inthe 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 APl Names checkbox and click 2.
Create File.

People Team Home  Workforce eXperience  Team Members v  *Dota loader Home ~v X *More ¥

Individual Objects Template

Sage

Generator Cooret
k)o)e-:( Type | Salary v | Populate I
Amount Reporting Unique Id
Approved Date Start Date
Award Date Amount
End Date Currency
FTE Upon Record Creation Penod
Last Currency Recalculation Annual Multipber
Notes Change Reason
Pay Code Active -
Previous Salary 1. Generate
Send Email 2. Create File*
Insert API Names
* not supported in al
prowsers
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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. Toload 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.

i3 People Team

Sage People Data Loader

Team Member, Employment and Salary

Individual Object

6. The file upload requirements are as follows:
e Object Type: Salary
e File: Click Choose file, find/click on the link of your csv. file
e Import Type: Insert
e Delimiter: Comma
e Date Format: DD/MM/YYYY
e Ignore Blanks: Checked
e 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

Sage e



People Team Home  Workforce eXperience  Team Members ~  * Data Looder Home

Single Object Upload

File Upload | | Cancel

Object Type I‘ASalarv v l

File | Choose file | Salary Data Example.csv
Import Type I||n5en V| I

Key Fields (update only)

Delimiter §| Comma v

Date Format }| dd/mm/yyyy v

Ilgnore Blanks

Check Only

I Upload ICun(ul

7. If there are no formatting errors, scroll down to the File Details section and click Import.

12 People Team Home H v
Key Fields ate on
Deim ma v
ate Forma
nore Blay
‘‘‘‘‘ On
Upioad  Cance
File Details
headers
8
- plier_c

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.

230804112838043

Datails
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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.

230804112838043

C @ saged1file.force.com/serviet/serviet.FileDow

s: EUR doesn’t exist for object Currency

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.

t People Team

230804113505901

Relk Details

SQSG SAGE PEOPLE 14



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.

see
see ome Wor g zam M Dashboards Reports WX Process Operat

Salary # v | StartDate 4 * Annual Amount v  Currency v | Peried 1 v | Active v
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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. Togenerate the Bonus dataload template, from the App launcher type in Data Loader Home
and select Template Generator Individual Objects.

s
s:+  People Team

Sage People Data Loader
Team Mambar. Employment and Salary
Individual Object

Termplate Generator

Termplate Generator Individual Objects

Picklist Exporter

Mass Deletion

SQSG SAGE PEOPLE 16



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 APl Names checkbox and click 2.
Create File.

EEE People Team Home  Workforce eXperience  Team Members ~  * Data loader Home ~ X *More ¥
Individual Objects Template gl
Generator
Object Type: | Bonus ~ | Popumel
| Amount Reporting ~| Unique |d

Approved Date Avard Date

Cost Code Paid Date

Last Currency Recalculation Amount

Notes Currency

Pay Code Reason

Send Email ]

» 1. Generate
s

2. Create File”

Insert AP| Names
not supported in all
rowsers

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.

A B C D E F
1 fhcm2_ unique_id__c¢ fHCM2__Award Date_ c fHCM2__ Paid_Date_ c fHCM2__Amount_ ¢ fHCM2__Currency ¢ fHCM2__Reason_ ¢
2 111356 01/07/2023 28/07/2023 3737.18 GBP Performance
3 111313 01/07/2023 28/07/2023 26518.17 SEK Performance
4 111405 01/07/2023 28/07/2023 2424.61 GBP Performance
5 111326 01/07/2023 28/07/2023 2707.32 GBP Performance
6 111257 01/07/2023 28/07/2023 2853.06 Euro Performance
7 111260 01/07/2023 28/07/2023 4017.04 GBP Performance
8 111381 01/07/2023 28/07/2023 3053.35 GBP Performance
9 111275 01/07/2023 28/07/2023 3956.19 GBP Performance
10 111221 01/07/2023 28/07/2023 2764.44 GBP Performance
11 111375 01/07/2023 28/07/2023 2732.42 GBP Performance

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

o~

+ @
lasea |

People Team ome  Workiorce eXparience  Tesrm Me o s i 7 2

Sage People Data Loader

Team Member, Employment and Salary

Individual Object
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6. The file upload requirements are as follows:
e Object Type: Bonus
e File: Click Choose file, find/click on the link of your csv. file
e Import Type: Insert
e Delimiter: Comma
e Date Format: DD/MM/YYYY
e Ignore Blanks: Checked

e Click Upload

EEE Data Loader Home  Dataloader Home Dataloads

Single Object Upload

File Upload  |Cancel

Object Type i[ Bonus v I

File | Choose file | Bonus Data Example csv

Import Type Iﬂnsen | I

Key Fields (update only)

Delimiter || Comma v |

Date Format f[ddimmiyyyy |

Ignore Blanks

CheckOnly ()

I Unloadl Cancel

7. If there are no formatting errors, scroll down to the File Details section and click Import.

131 DataLoader

Single Object Upload

File Upload  Cancel

Objoct Type  [Bonus
File | Choose file | No file chosen
mport Type  [Insert
Kay Fislds (update anly)
Dalimiter | Comma »

Date Format  [dd/mmiyyyy v

File Details

headers:

fhom2_unigue_kd__c

fhoma
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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.

-E ,- Data Loader

230804135131469

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.

"E Data Loade

230804135131469

Details
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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.

(11
ees  Data Loader Home  Dataloader Home  Dataloads s  * 201717 #947 | Employme.. » X

Bonuses
1item « Sored by Paid Date - Updated 2 few saconds 290 ‘a "
Bonus # ~ | Paid Date . ~ | Reason “ | Currency % | Amount £
B #23 2Bf07/2023 Performance GBP £2.707.32
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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. Ifyouare dataloading 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.

':E Data Loader

Note: If you are not sure what the Absence Accrual Pattern name 1is, 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).

HR Department + vl Policy

SQSG SAGE PEOPLE 21



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.

22 People Team Home

Absence Accrual Pattern EA bsence iNew] [impori] Work Days Pattern UK [New] [lmport]
Absence vacation

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.

Absence Accrual Rules (6+)

uuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuu

2. Now thatyou have identfied the Absence Accrual Rule Name(s) you can start to prepare your
data. Runareport 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.

SQSG SAGE PEOPLE 22



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.

ﬂ TMs with Policy and Absence Accrua 1 ORs

174

=

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:

e Unique ID/Employee Number
e Absence Accrual Rule Name
e Start Date

e End Date

e Rate Adjust

e Rate Rule

e Rationale

Note: Ensure the Rate Adjust field reflects the correct Rate Units for the Absence Accrual
Pattern the employee 1is linked to 1.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. ifa
full working day is 7.5 hours, you would enter 7.5 whereas if an employee books holiday in
days, you would enter 11in 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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SS Data Loader

Details

UK Ai:s;née -

The Start and End dates will be based on when you want the extra day to be added to the
holiday entitlement. Itwill 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:

Rate Per Start Date End Date

Week 01/01/2023 08/01/2023
Month 01/01/2023 31/01/2023
Year 01/01/2023 31/12/2023

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.

ople Team  kom éorktorce experer

201412 #10
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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. Togenerate the Absence Adjustment dataload template, from the App launcher type in Data
Loader Home and select Template Generator Individual Objects.

#s+  People Team Home

Sage People Data Loader
Team Member, Employment and Salary
Individual Object

Template Generator

Jemplate Generator Individual Objects

Picklist Exporter

Mass Delétion

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 APl Names

checkbox and click 2. Create File.

e
-

* Dota Logder Home w3 “Mare ¥ e

:rE Peo_;)h;\ Team Home  Workforce edperience Team Members - Dashboards Data Loade

Individual Objects Template Generator Cancel

Ohbjict Ty Fb%nce Adpustment I | Populate

Unigue Id

Absence Accrual Rule
Start Date

End Date

Rate Adjust

Rate Rule

Rationale

L4 11. Generate
. Create File*

Insen AP| Names
* not supported in Bl BAOWSErs

Sage e
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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.

A B .= D E F G H

1 |fhem2__unique_id__¢ fHCM2__ Absence_ Accrual Rule e fHCM2_ Start Date ¢ fHCM2_ End Date_ ¢ fHCM2_ Rate Adjust ¢ fHCM2_ Rate Rule_ ¢ fHCM2_ Rationale_ ¢

2 111233 2014.12 #10 01/01/2023 31/01/2023 1 Add Adding 1 extra day holiday to all UK
3 111304 2014.12 #10 01/01/2023 31/01/2023 1 Add Adding 1 extra day holiday to all UK
4 111302 2014.12 #10 01/01/2023 31/01/2023 1 Add Adding 1 extra day holiday to all UK
5 111389 2014.12 #10 01/01/2023 31/01/2023 1 Add Adding 1 extra day holiday to all UK
] 111405 2014.12 #10 01/01/2023 31/01/2023 1 Add Adding 1 extra day holiday to all UK
7 111326 2014.12 #10 01/01/2023 31/01/2023 1 Add Adding 1 extra day holiday to all UK
B 111260 2014.12 #10 01/01/2023 31/01/2023 1 Add Adding 1 extra day holiday to all UK
9 111381 2014.12 #10 01/01/2023 31/01/2023 1 Add Adding 1 extra day haliday to all UK
10 111275 2014.12 #10 01/01/2023 31/01/2023 1 Add Adding 1 extra day holiday to all UK
1 111221 2014.12 #10 01/01/2023 31/01/2023 1 Add Adding 1 extra day holiday to all UK
12 111219 2014.12 #10 01/01/2023 31/01/2023 1 Add Adding 1 extra day holiday to all UK
13 111401 2014.12 #10 01/01/2023 31/01/2023 1 Add Adding 1 extra day holiday to all UK
14 539427 2014.12 #10 01/01/2023 31/01/2023 1 Add Adding 1 extra day haliday to all UK
15 111362 2014.12 #10 01/01/2023 31/01/2023 1 Add Adding 1 extra day holiday to all UK
16 111406 2014.12 #10 01/01/2023 31/01/2023 1 Add Adding 1 extra day holiday to all UK
17 111433 2014.12 #10 01/01/2023 31/01/2023 1 Add Adding 1 extra day holiday to all UK
18 111392 2018.06 #32 01/01/2023 31/01/2023 1 Add Adding 1 extra day holiday to all UK

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

P

+ @
.

People Team ome  Worklorce eXperence  Team Memt oto Looder Nome X Mo w

Sage People Data Loader

Team Member, Employment and Salary

Individual Object

8. The file upload requirements are as follows:

e Object Type: Absence Adjustment

File: Click Choose file, find/click on the link of your csv. file
e Import Type: Insert

e Delimiter: Comma

e Date Format: DD/MM/YYYY

e Ignore Blanks: Checked

e Click Upload
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_ S .

Team Home Workforce eXperience Team Members Dashboards Reports = Data L

Object Upload

Upload | | Cancel

Object Type | Absence Adjustment ~|

File | Choose file ‘Absence Adj.._Example csv

Import Type Ilnssn v‘ I
Key Fields updateonly) | |
Delimiter §§ Comma v
Date Format @

Ignore Blanks [LEQ

Check Only |

Upload | Cancel

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

i1 People Team  Homs

Single Object Upload

File Uplosd | Camct

Oupect Type | Absence Adjusiment -
Fie | Choose fle | No file chosen
mport Type | Insest »
Ky Fiehis (updae onfy
Deimiter | Comma v
Dute Foernat | dinmyyyy v
sgrone Blanics

Check Oely

File Details

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.

13 People Team  Home  wor

230804161432119
P—

Related Details
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1. 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.

People Team Homg

230804161432119
——

Related Details

ecord Type
Object Load
Data Load Batch Id

230804161432119
Start Time
04/08/2023, 16:14

nd Time

04/08/2023, 16:15

Status

Completed

13. Spot check a few Team Member records to make sure you are happy with the data. You will
see a new Absence Adjustmentrecord 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.

m _
Home  Workforce eXperienc feam Members
sst  People Team ome  Workforce eXperience  Team Members

Absence Adjustments
1 item « Sorted by Start Date « Updated a few seconds ago

Absence Adjustmen... *  Start Date | » | End Date “ | RateRule ~ | RateAdjust ~  Reason v | Type

I 1 ] 2023.08#32 0170172023 31/01/2023 Add 1.0000 Holiday .3.51:"'

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.

Before After
Sage  eeopierorta Sage  eecpierora
=,
.
Communications * 1:3 Cole Stewart Communica tions [ =4 Cole Stewart
L ‘ b Destgrar Lea “,“ o0 D Lo
netions @ Aotions @
PersonalDatails = WorkDetadls = Absence&Time =  Performan| Personal Detalls = WorkDetails v Absence&Time =  Perfor|
MyTeam » —_— My Team > —
T === Pratan >
Work Detaits ® >
Work Detalls® D .
Absence
Pay & Banafits ]
Pay & Benefits > M — o
W L =3 ANNUAL ALLO 3
.
- »
Learning
Learning
- Policies. & Forms
Policies. & Forms.
. Plannin g Tosls
Planning Tools
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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. Ifyouare dataloading 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. Clickon the Absence Accrual Pattern name
link that relates to the Team Member records you want to update.

3% Data Loader

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 1.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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Absence Accrual Rules (6+)

eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee

3. Runareport 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:

e Unique ID/Employee Number
e Absence Accrual Rule Name
e Effective Date
Depending on what you are looking to adjust, you may also need:
e 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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i1 People Team Home  Worklorce eXarience

Sage People Data Loader

a0 data inko the system using CSV files

Team Member, Employment and Salary

Individual Object

TFemplate Generator Individual Objects

Generate a template for an Obsect Load

Picklist Exporter

Mass Deletion

ass delete Team Member data

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 APl Names checkbox
and click 2. Create File.

o EEECEREEX ]

33t People Team  Home  Worklorce eXperience  Team Members \  Dashbosrds v  *DgtolooderHome v X  *More ¥ ’

Individual Objects Template Generator Cancel

Accrual . Unigque Id N
Next Accrual Absence Accrual Rule

Origin Effective Date

Time In Ligw ICarry Over

Total Accrual T

L3 1. Generate
|2. Create File®

Insart APl Names
- * not supported in a Drowsers

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.

A B c D
1 fhem2__ unique_id e fHCM2__Absence Accrual Rule_ ¢ fHCM2__ Effective_Date__c¢ fHCM2__ Carry_Over__c
2 111233 2014.12 #10 01/01/2023 10
B 111304 2014.12 #10 01/01/2023 10
o 111302 2014.12 #10 01/01/2023 10
5 111389 2014.12 #10 01/01/2023 10
6 111405 2014.12 #10 01/01/2023 10
7 111326 2014.12 #10 01/01/2023 10
B 111260 2014.12 #10 01/01/2023 10
2 111381 2014.12 #10 01/01/2023 10
0 111275 2014.12 #10 01/01/2023 10
1 111221 2014.12 #10 01/01/2023 10
2[ 111219 2014.12 #10 01/01/2023 10
3 111401 2014.12 #10 01/01/2023 10
4 539427 2014.12 #10 01/01/2023 10
5 111362 2014.12 #10 01/01/2023 10
6 111406 2014.12 #10 01/01/2023 10
7 111433 2014.12 #10 01/01/2023 10
8 111392 2018.06 #32 01/01/2023 10
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8. Toload the data template into Sage People, click on the App Launcher, type in Data Loader
Home and select Individual Object.

People Team e Workforce eXperience  Team M 2t Looder Mome ’ tore

Sage People Data Loader

Team Member, Employment and Salary

Individual Object

9. The file upload requirements are as follows:
e Object Type: Absence Accrual
e File: Click Choose file, find/click on the link of your csv. file
e Import Type: Insert
e Delimiter: Comma
e Date Format: DD/MM/YYYY
e Ignore Blanks: Checked

e Click Upload

|_cose ||

Data Loader Home Dataloader Home Dataloads v 2017.11 £947 | Employme...

Single Object Upload

Upload | | Cancel

Object Typel [ Absence Accrual v I

File | Choose file | Absence Ac... Example.csv

Import T-,-pel Insert v I

Key Fields (update only) |

Delimiter | | Comma v |
Date Format | | ddimmlyyyy v

Ignore Blanks

Check Only

Upload | Cancel

10. If there are no formatting errors, scroll down to the File Details section and click Import.
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t+ Data Loader HMome  DataloaderHome Dataloads w 2017172847 | Empioyme

Single Object Upload

Fle  |Uupiad Cancel

Import Type | Insart v

Date Format | dd/mmiyyyy ¥
Ignore Blanks

Check Only

Upload| |Cances

File Details

headers;
fhem2__unique_id_c

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.

sse
:3: People Team Home  Worl

230804161432119

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.
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i35 Dataloader Home DataLoader Home Dota Loads -+ 201711 8947 | Emplome

Oata Load
230804170245351 Date

Related Details

04/08/2023.17:02
St
Cor

on. 04/08/2023, 17:02

darmm/yyyy
Check Only

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.

¥ Totals for pariod: 81 Jan 3633 - 1 Dec 2073

Acerusl 62
=
Temsnliw 000

Accrual Log: Before Absence Accrual

Total Taken. .00

i
{
{

LR BE B B 3% |

b CAESESLEE B B Y

| I R T AN

¥ Tortaks for peried: &1 Jan 1023 - H Des 3023
deporual  DAAD

Eveet Trpe T 1 L heenum e
Razii 00 262 107
Aoone oo W48 1o7
Acon 00 nn o7
Boone 00 2108 107
Bocne 1" ETS 17
Beons 00 0T 107
Bozre T 1 Vo7
) o0 rary 107
Boorue 008 w0 107
Rocre 0 88 107
Bozrn 2 T 545 107
Rezne 7 009 FH 107
Bozre 1 000 o 107
Tt L) 1]
Pt Abtance Actrasl Aswersce Acoruais Heip (T

TEAM MEMBER VIEW: Craig Doyle

Personal Details Work Details  « Absence &Time

Absence

CALENDAR

HOLIDAY BALANCE

CARRY OVER YEAR END BALANCE

33.0
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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. Openanew Excel template and add in the following fields as column headers:

e 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

e 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

e 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

Salesforce ID Comment Show Manager Show Team Member
a0Y8d000005T1AcEAK  |Salary Increase TRUE TRUE

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.

seTup
ﬂ Get started with dataloader.io (powered by Mul

dataloader.io
Use dataloader.io to import, export, and delete unlimited data in Salesforce.
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4. Click Login with Salesforce.

dataloaderio- Gethelp Contact Pricing

The data loader for Salesforce

Use the most popular data loader for Salesforce to quickly and securely
import, export and delete unlimited amounts of data for your
enterprise. Get started quickly with our simple, 100% cloud solution.

Get started

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

salesforce

Login with Salesforce

[7] Ihave a custom Salesforce domain

Environment

Production v

1 agree to the Terms and Conditions Privacy policy

A -l

6. You will be prompted to Allow Access? Click Allow.

: ataloade!

Allow Access?

dataloader.io_v2 is asking to:

* Access the identity URL service

* Manage user data via APIs

« Manage user data via Web browsers

¢ Access Connect REST API resources
Do you want to allow access for

? (Not you?)

‘ Deny ‘
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7. Click NEW TASK and then click Import.

dataloaderio |NSTRESEN © urcrADE @ info {8 Help Center

O Getting Started

Welcome to Dataloader.io!
8 rtat Check out these demo videos that vl help you to get started with Dataloader.o.
Basics
9 This demo shows Dataloader. o basics to help you better navigate inside of the
— " tool.
L

Import
This demo shows how to import data into Salesforce using Dataloader lo.

Export

This demo shows howto export data from Salesforce using Dataloader./o.

Delete

E This demo shows how to delete data in Salesforce using Dataloader.io,

Still have questions? Ask them in our Help Center or visit our documentation page

8. Anew window will open, select the following options:
e Operation: Insert

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

Manager Note Insert

1. Connection & Object

Connection

Production (d v | ¥

Operation

Upsert = Update

Object

Manager Note

Manager Note f anager_Note_c

9. Click Upload CSV, load your .csv data load file and the following screen appears:

Manager Note Insert - Production
Connect Jbje 2. File 3. Mapping
All Mapped
Source Header Sample Data Salesforce Field
Salesforce ID a0Y8d00000ST1ACEAK Select...
Comment Salary Increase 2 Comment
Show Manager TRUE < Show Manager
Show Team Member TRUE < Show Team Member
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10. The screen defaults to show AWl 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.

Manager Note Insert

3. Mapping

Source Header Sample Data Salesforce Field
Salesforce ID a0Y8d00000ST1ACEAK

Manager Note Insert

3. Mapping

All Mapped Unmapped

Source Header Sample Data Salesforce Field

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.

Manager Note Insert
3. Mag
Unmapped
Source Header Sample Data
an
> J : '
T > ager | .
T 1 T 3 Men oo -
Performance Rat
EEEET—
1 mance Rat
™ " |
Manager Note Insert Production
Rur
e M c e
pradh
Hcm2_ Note_
Schedule Task ~
Mode
200
sendme m
> A
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13. You will be asked to confirm you want to proceed, click Run.

Please Confirm

This will alter your Salesforce data. Are you sure you want
to proceed?

Ca.-ce‘ m
)

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.

dataloaderio NEWTASK @ urGrape @info 4 Help Center

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.

Employment Record

Ethen Engel

Team Member Start Date End Date Service Years
Ethen Engel 21/02/2017 20/04/2018 1

Details Compensation Job History Absence Data Related More ~
I:J Notes & Attachments (0) :\ Files (0) D Notes (0) Job Fs’tc”)‘ (0)
Salary History (1) Bonuses (0) Benefits (0) Stock Options (0)

Absences (0 Accrual Balances (0) Absence Adjustments (0) Manager Notes (1)

mployment History >
Manager Notes

1 item « Sorted by Created Date « Updated 7 minutes ago
Manager Note & s | Created Date | v Show Manager v Show Team Member

16. The Manager Note record shows all data fields included in the import file. This information
appearsinthe Details tab. The nextstep istoimport 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.

2023.08 #27 2023.08 #27

|_] Notes & Attachments (0) Upload Files

Manager Note #
202308 #27

Emple &, Upload f
20 On drop files
Salary Increase

Show Manager @

v

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

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

e 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.

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

ParentID Body Name
a24QHOI00000TszXYAS Salary Increase Letter. pdf 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.0 NEW TASK screen, if you have logged out, please
follow these steps to regain access.

21. Click NEW TASK and then click Import.

lataloaderio REIREEIEN © vFerao: @ nfo igh Help Center
&
EroRT

&
XDELETE Welcome to Dataloader.iol
Check out these demo videos that wil help you to get started with Dataloader

a8

Basics
This demo shows Dataloader.io basics to help you better navigate inside of the

& Impart
This demo shows how to import data into Salesforce using Dataloader.jo.

Export

s demo shows

Delete
This demo sh

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

e Object: In the Quick find..., type in Attachment, select Attachment and click
Next
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Attachment Insert

1. Connectior

Upsert  Update

23. Click Attachment Zip.

Attachment Insert

Source CSV

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.

Attachment Insert

2.File

Use existing Salary increase example letter.zip file

Attachment Zip

‘rreson m

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

3. Mapping

Source Header Sample Data Salesforce Field
Salesforce ID a0g8d0000035EGEAAM Select.

Bodh cl
ody C

crease example letter. pdf >

26. You may need to map the fields the Salesforce ID. Click Select. Click on the Ids tab and
select ParentID.
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Attachment Insert

3. Mapping

All Mapped Unmapped

Source Header Sample Data Salesforce Field
Salesforce ID a0g8d0000035EG6AAM
Attachment Insert
3. Mapping
All Mapped Unmapped
Source Header Sample Data Salesforce Field

27. Click Save & Run.

Attachment Insert

4. Rur
Name s
Connection
bject  Attach 1
Type  Import
Rows 1
dule Tasl v
Mode
nd me t
5
™) MuleSor- . caneel | ‘. sve | savesR

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

Please Confirm

This will alter your Salesforce data. Are you sure you want
to proceed?

cove (R
‘

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.

dataloaderio™ MNEWTASK @ urGRaDE ©info 488 Help Center -
[} Imports Exports Deletes Scheduled History T A e
) }Tnachmelit Insert | Tazk Fun 72641833 Derrors | No Histol
A

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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Employment Record

Ethen Engel

Team Member Start Date End Date Service Years
Ethen Engel 21/02/2017 20/04/2018 1
1
Details Compensation Job History Absence Data Related More ~
l:ﬂ Notes & Attachments (0) :‘\ Files (0) D Notes (0) Job Hi story (0)
Salary History (1) Bonuses (0) Benefits (0) Stock Options (0)
Absences (0 Accrual Balances (0) Absence Adjustments (0) Manager Notes (1)

Employment History >
Manager Notes

1 itam + Sorted by Created Date « Updated 7 minutes ago

Manager Note # ~ | Created Date 4 ~  Show Manager ~ | Show Team Member

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.

Manager Note

2023.08 #27

Related Details

\j| Notes & Attachments (1) Upload Files

Salary increase letter for Manager Note import example
I 18 Aug 2023 - 40KB - pdf

View All

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):

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

Reason

e Change Reason

e Submitted Date
e Approved Date

e Effective Date

e New Salary

e Currency

e Annual Multiplier
e Period

e Rationale

Salesforce ID Reason Change Reason Submitted Approved Effective New Salary Currency Annual Period Rationale

Date Date Date Multiplier
a0g8d0000035EG6AAM [Cost of Living [Cost of Living  |06/07/2023|06/07/202301/08/2023 75000 GBP 1 Year [Due to relocation

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

3. Inthe Quick Find box, search for and select Data Import Wizard.

Setup Home  Object

Q_ dataimport w |

v Integrations

Data Impert Wizard
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4. Select Launch Wizard!

Import your data in 3 easy steps!

Launch the Data Import Wizard to import your data
Pre-step: Prepare your Choose data to import Edit field mapping Review and start import

data for import

Launch Wizard!

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

Import your Data into Salesforce

You can import up to 50,000 records at a time.

What kind of data are you importing? Choose data

Standard objects Custom objects 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.

@
Choose data Edit mapping

Which Exchange Rate field in your file do you want
to match against to set the Currency lookup field?

Exchange Rate Name v | |

Which Employment Record field in your file
specifies the Master/Detail relationship?

| Salesforce.com ID v | |

Trigger workflow rules and processes?

UJ Trigger workflow rules and processes for new and
updated records

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.

SQSG SAGE PEOPLE 45



» CSV
File
| Choose File ‘Future Date...example.csv

Character Code v
| Unicode (UTF8) [
Values Separated By

[Comma v

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.qg.
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.

L .

Choose data Edit mapping
Edit Mapped Salesforce Object CSV Header Example
Map Salasforee ID
Change Reason Reason
Change Change Reason Change Reason
Change Submitted Date Submitted Date
Change Approved Date Approved Date
Change Effective Date Effective Date
Map Mew Salar

® ®
Choose data

Changa
Change
Change
Change
Chang )
Change

Change

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

Mapped Salesforce Object

Emplayment Recond

Reason

Change Reason

Submitted Date

Approved Date

Effective Date

Sage

Edit mapping

CSV Header
Salestorce 1D
Reason
Change Reason

sbmitted Date

Approved Daté

Effectve Date

New Salary
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Edit mapping Startimport

Review & Start Import

Your import will include: Your import will not include;

HR Requests ¥ Mapped fieids Unmapped fieids

POTE— 1 1 O
Futurs Gated HR Requsstexomple v 7

10. The screen will display a message to say that the import has started, click OK.

Congratulations, your import has started!
Click OK to view your import status on the Bulk Data Load Job

page.

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.

E Bulk Data Load Jobs

Bulk Data Load Job Detail Reload

JobID  7508300000Pgg3l JobType  Bulk V1 Status  Closed

submitied By  Sgoe People Operation  Insert
StartTime 220872023, 1603 GMT Gueued Botches 0

EndTime 2200872023, 16:03 GMT in Progress Batches

Complsted Batches 1

R 0
Reload
Batches
Total APiActve  Apex
View Request ViewResull  BaichID Start Time: End Time Processing  Processing  Processing Records Processed Reconts Failed Retry Count Siate Message Status
Time (ms) Time (ms) Tia (ms)
ViewRsquest  ViewResull  7518d00000XWeuH 22082023, 16:03 220082023, 16:03 5787 5713 5417 1 0 0 Completed

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.

e m

B Sage People HCM L. Home  Workforce eXperience  Team Members s Dashboards

Reports ~ WX Process Operation Messages ~  Policies v *More ¥ 4

Employment History > 2017.11 N
New
HR Requests
1)iten - Updated a féw seconds 350 B- || C|Y
HR Request »  Team Member v  Reason v Status “ | Submitted Date v  Approved Date v
23,08 #174 then Enge Cost of Living 06/07/2023 06/07/2023 -
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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.

SETUP
E Apex Jobs

22/08/2023, 00:00

Batch People, 22/08/2023
(1] [1] ] Sage 00-00 HRRequestExecuteBatch

Apex

Completed

::E Sage Peop\e HCM L... Home Workforce eXperience Team Members Dashboards Reports * 2017.11 #969 | Employme. v X

Employment History > 20 :
HR Requests
a-|lcy

= U econds age
HR Request v | Team Member “~  Reason ~ | Status “  Submitted Date ~ | Approved Date “w  Effective Date v

Cost of Living 06/07/2023 06/07/2023

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.

Employment History > 2017.11 #969

Salary History

2 items = Sorted by Start Date « Updated a few seconds ago

[] salary# v | Start Date | “ | Annual Amount v
1 M | 2023.08 #1791 01/08/2023 £75,000.00
2 [] 2017.11 #1159 21/02/2017 £86,919.60
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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):

e Runareportthatincludesall 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.

e 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.

Role Change

Job Title

Job

Search Job Library. Q

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.

Add new records v Which User field in your file do you want to match against to set the Two Up
Manager lookup field?

—None-- ~
Match by: |
-None-- v | Whichlrmm M:mlm]ticl(l in your file do you want to match against to set the New

Manager lookup field?
Which User field in your file designates record owners?

| Salesforce.com ID ~
—~None-- ~

Which User field in your file do you want to match against to set the Three Down

Which User field in your file do you want to match against to set the Department Manager lookup field?

Approver lookup field?

| --None-- ~
--None-- ~
§ ) Whir}‘IJnIJ Library Item Iiz—ld in your file do you want to match against to set the Johb|
Which User field in your file do you want to match against to set the Manager lookup field?
lookup field?
2 | Salesforce com ID v
--None-- v —

WhichExchange Rate field in your file do you want to match against to set the

Which User field in your file do you want to match against to set the One Down Currency lookup fiekd?

Manager lookup field?
9 F | Salesforce com ID v

Which EmploymentjRecord field in your file specifies the Master/Detail

--Mone-- v

Which User field in your file do you want to match against to set the One Up

relationship?
Manager lookup field? [Salesforce.com ID ~
--Mone-- hd
Which User field in your file do you want to match against to set the Top Manager Legend:
lookup field? .
u P Object Name; create a new Salesforce ID custom formuila field in multiple Objects
~-None-- ~

so that the data maps to a consistent reference point.

Which User field in your file do you want to match against to set the Two Down
Manager lookup field?

--Nong-- e

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

e 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.

e |f you are updating the name of a Manager, when you get to step 2. What do you
wantto do? make sure you use the correct Manager reference i.e. Which User field
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Sage

in your file do you want to match against to set the Manager lookup field?

Which User field in your file do you want to mateh against to set the Manager

Salesforce.com ID w |

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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