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HOW TO IMPORT EMPLOYEES FROM A SPREADSHEET Question 
 

 
 
 

PLEASE REFER TO THE STEPS BELOW: Answer 
 

 

 

 

 

To import employees from a spreadsheet, your company already needs to be created in Payroll Mate.   
If your company isn’t created, create it before proceeding. 
 

 
1. Prepare your CSV file to include the following data 
 

 

 

Prepare your CSV file 1 
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Example of CSV (Comma delimited) File: 

 

 

 
2. Click Tools 
3. Click Import Employees 
 
 
 

 

 

 

 

 

Click Tools 2 

Click Import Employees 3 
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4. The Import Employees wizard will open, click Step (1) Click here to Load a generic CSV file 
 

 

5. An Open dialog box will appear, browse to your location of the CSV file you created 
6. Click on the File (to select it) 
7. Click Open 

 

 

xx/xx/xxxx 

Click Step (1) Click here to Load a generic CSV file 4 

Browse to your location of the CSV file you created 5 

Click ON the File 6 
Click Open 7 
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8. The data you imported will load and display in the window.  A message dialog box will also appear.  
Click OK 
 

 

9. Map your data (top row of Unused fields) with the second row.   
 

 

 

 

 

 

Click OK 8 

Map your data 9 
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10. Once you are done with Mapping the fields your mappings should look like screen shot below 
(across all fields),  
click Step (2) Click here to Import the list of employees into Payroll Mate 

  
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Click Step (2) Click here to Import the list of employees into Payroll Mate 10 
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11. If everything is correct, once you click Step (2) the Import Employee Wizard will disappear and you 
will see your list of imported employees.   

 

 

 

Congratulations!  You have imported employees from a spreadsheet.  

 

NOTE: If there are any errors or if any required data is missing, you will get a pop-up notice.  EXAMPLE BELOW 

We recommended that you close the Import Employees window, make corrections to your file and try again.   
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