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Importing Employee Data: LBi HR HelpDesk Product Guide

Regardless of the size of However, you need to do two things before you can begin using LBi HR HelpDesk:

their company, employees are 1. Perform Initial Setup — See the Initial Setup Product Guide for step-by-step details on how to
demanding more than ever from set up your unique HR HelpDesk system.

HR. One big thing they want is 2. Import Your Employees — This Product Guide will walk you through this process.

Internet-based, consumer-like . N . . o S
It all starts with accurately and efficiently importing existing employee data. This guide will lead

one-stop shopping for information you step by step through the data-importing process to start giving employees accurate, timely,
and answers related to all facets of and consistent answers and to save HR time.

their benefits and compensation. LBi HR HelpDesk provides two options for entering employees into the system:

« Manually entering employees using the Create New Employee Utility
LBi HR HelpDesk offers that,

thanks in part to our seamless  Importing employees from an Excel spreadsheet with the Import Employees Utility

integration of the leading This Product Guide offers step-by-step instructions for both options, so you can easily load your
L I inf ti di diately begin t tely track thei . Thi id Ell
HR packages, giving HR staff E;nv\pl] toc:/eueséntﬁerma ion and immediately begin to accurately track their cases. This guide explains

members and call service

. C e + Create New Employee Utility
representatives a holistic view of

employee information. * Import Employees Utility


https://www.lbisoftware.com/productguides/LBi-Initial%20Setup-Product%20Guide.pdf

A. Create New Employee Utility

@ HR HelpDesk Mame (Last, First) ¥ Search

Select Language | Help ’ .‘

1' From the Ut”ltles menu Emplo\/ee tab' SE|eCt Home Main View My Cases Knowledge Base Search Reports Utilities
“Create New Employee.”

Manage Password
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EMPLOYEE

Manage Groups

Manage Employee Passwords

2. Enter the information in the applicable fields.

Select Language

@ HR HelpDesk Mame (Last, Firsty ¥ Search

View My Cases Knowledge Base Search Reports Utilities Resources Logout

3. Click “Save."

Employee Information Contact Information

Personal Job Home Business
First Name: Mary Position: Ofice Manager Address 1: |123 Main Street Address 1: 7800 Jericho Turnpike
Nickname: MJ Department: Research and Dey Address 2: |Apt 789 Address 2: Suite 201
Last Name: Jones Division Acme East A City: behtpage City: Woodbury
Employee ID: Location: Woodbury State: New York A State: New York v
Gender: Female v Hire Date: 09/19/2010 Zip: 1714 Zip: 77
Marital Status: | Married v Retirement Date: Country: United States A Country: United States v
Termination Date: Phone: 5165551212 Phone: 5162111500
Home Email: mj@gmail.com
Email: ‘mjon pany.com

_) Save Delete Cancel



B. Import Employees Utility

Stage 1: Preparing Employee Information
for Import

1. From the Utilities menu Employee tab, select
“Import Employees.”

2. Download the Sample Template to use for
the entry of employee information.

Note: If you prefer, you can create your
own Excel spreadsheet or use an exported
Excel file from your HR system. However,
be sure to include columns for the required
fields listed in the next step.

3. Enter the information in the desired
columns using the exact formats
explained in this step.

Required Fields — The minimum required
fields include:

* First Name
» Last Name
« Employee ID (see the note on the
next page)
« Division (see the note on the next page)
« Email Address (see the note on the
next page)
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Import employees from a excel sheet

Manage Users

Administrators, Managers, and CER/Specialists

Manage Groups

Your case groups

Manage Employee Passwords

Employee Portal passwords
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@ HR HelpDesk

Main Search

Home

View My Cases Knowledge Base

One Time Import

Follow the steps below to prepare your employee information for import into LBi HR HelpDesk.

1. Click to download the sample excel template. ———————

Here

2. Enter the desired information in the applicable columns using a new row for each employee.
* Remember to delete the sample employee rows before uploading =
3. Save the excel spreadsheet.

4. Click 'Choose File’ or 'Browse’ to locate the saved spreadsheet and click ‘Upload”

Browse... Upicad

*J select Language - . -
o o [
3 e

Reports

Utilities

Logout

Scheduled Import

FTP Server Credentials
Server URL:

port:

Username:

Password:

File Path:

Update Frequency

Update Day:

Enable Scheduled Import:

ftp.Ibisoft. com

shawn

lemployees/EE Load wi

EINERES
28
E
< ¢

Import History

Date/Time File Name Result

& 051122017 10:03AM Copy of EE Load with Snow White xls

1 05/12/2017 01:00AM

Successfully imported employees

Incorrect File Type - Must be xis/xlsx

Upload Type User ID  # of EES
One-Time Import 1 A
Scheduled Upload 0 0
v




A Note About the Employee ID

This must be a unigue identifier for each
employee. It can be an ID you already have in
your HR system or one assigned specifically for
LBi HR HelpDesk.

A Note About Divisions

Divisions should be set up in LBi HR HelpDesk
before you import employees. The value
entered in the template must be an exact
match to the Division Name set up in that field
of the Manage Division/Category/Subcategory
Utility. Otherwise, the correct Division will not
be applied to the employee's record. Divisions
entered on the spreadsheet that are not an
exact match or do not exist in the system

will be set to “Other” in the Employee Profile
during the import process.

» Use a new row for each employee record.

* Delete the sample employee row before
uploading.

A Note About the Email Address

This should be the employee’s unigue email
address; do not use group emails. The
employee will use this email address to log in
to HR HelpDesk and to receive notifications
from the system.

4. Save the Excel spreadsheet.

Sample Template

A B |

D | E

F | 6

H | J K L M
1 FirstName Last Name Nickname SSN Gender Marital Status Employee ID Home address 1 Home Address2 HomeCity ~ Home State Home Zip Home Country
2 Janice Roberts  Jan 111-33-4444 Female Single 101 123MyWay  AptSB Woodbury NY 11797 USA
3 John Smith Johnny  222-44-5555 Male  Married 102 1553 Sandy Lane Bethpage NY 11714 USA
4 Ma Thompson 333-56-7777 Female Single 103 988 Burke Street Smithtown  NY 11787 USA
5 |7|
N 0 P Q R S T U v W X Y
1 HomePhone HomeCell Home Email Location Business Address 1 Business Address2 Business City Business Country Business State Business Zip Business Phone Business Cell
2 5165551212 5167771212 jan@gmail.com 1 Corporate Drive  Suite 400 Woodbury  USA NY 11797 800555100
3 5165551313 5167771212 johnny@aol.com 1 Corporate Drive  Suite 400 Woodbury  USA NY 11797 800555100
4 6315551414 6317771212 mary@gmail.com 1 Corporate Drive  Suite 400 Woodbury  USA NY 11797 800555100
5
z AA | AB | AC AD AE AF AG
1 Business Email Position Department Division Hire Date Termination Date Retirement Date Birth Date
2 jroberts@company.com Analyst Finance Corporate 1/19/2011 7/15/1975
3 jsmith@company.com Accountant Finance Corporate 5/12/2009 9/19/1977
4 mthompson@company.com Manager  Sales West 3/5/2008 1/25/1980
5



Stage 2: Importing Employee Information

1. From the Utilities menu Employee tab, select
“Import Employees.”

2. (lick “Choose File” or “Browse” to locate the
saved spreadsheet; click “Upload.”

3. Match the selected column names from your
spreadsheet to the corresponding field name
that is displayed in the Employee Profile
section of LBi HR HelpDesk. Required Fields
are indicated with an asterisk (¥).

Note: This step is only offered while doing
a manual import. It is not available for
scheduled imports.

Click “Import” to upload the employee
information from your spreadsheet.

@ HR HelpDesk Name (Last, First) j[ e

View My Cases Knowledge Base Search Reports

One Time Import

Follow the steps below to prepare your employee information for import into LBi HR HelpDesk. Enable Scheduled Import

scheduled Import

1.cClick Here  todownload the sample excel template. FTP Server Credentials

Server URL: p.Ibisoft. com
2. Enter the desired information in the applicable columns using a new row for each employee.

port:
= Remember to delete the sample employee rows before uploading * o

3. Save the excel spreadsheet. Username shawn

4 Clc Chose il o Bromse: o ocate the saved spreadshee and i Upload C—

File Path: lemployees/EE Load wi

Browse Upload -—

Update Frequency: Weekly v

Update Day: Friday v

&
@ HR HelpDesk Nama (Last, First) v Search . - Setings.
@

View My Cases Search Cases Utilities.

Import Employees

Follow the steps below to import your into LBI MR

1. Associate the comresponding columng from your spreadsbest to the Employee Profile fields.(* Indicates required field)
2. Click the Import button at the bottom to upioad the employee information.

3. Verify that all records uplosded correctly.

4. Correct any errors on the spreadsheet and upload again # desired

“oR*

S. Use the Edt Employee Info button on the Employee Profile to make manual updates.

*If an Employee 10 exists in the system, the upioad will overwrite any existing informaticn

EEPETR ORI _

Personal Job Home Business
* First Name:  [Fest Nome v Morital Status: | Marital Stotus h Address 1: |Home address 1 v Address 1: Business Address 1 v
:  [—Select Column-— Position: Positio v - .
Nickname: Select Column— v/ sibon Address 2: [Fome Addn o Adaress 2: Coaess Adies 2 <

“LastName:  Last Name v . ocation . - -

Employee 10: € 5 Location: Locatiod e City: Home Cay v City: Business Cay v

* Employee 10: Employee IC v .

: Hre Date: bire Dote et State: Home State hd State: Business State v
Birth Date:  Birth Date v Reti O [ D < d v B
remen - |Retirement Date . Viome Zi -
Department:  Department v p: fome Zp v Zip: Business Zp v
Termination Date: | T ton Date v . ~ ,

* Division: Dwision v ermination Date: | Termination Dete Country:  [Home Country v Country: Business Country v
SSN: SoN hd Phone:  [Home Phone v Phone: Business Phone v
Gender: | Gender at Home Ceit: |Home Cell v Business Cell: [Business Cell v

Hoene Email:  |[Home Email v
* Business Email: | Business Email v




4. \/erify that all records uploaded correctly.

» The Import History section will display a
record of all uploads with the results, the
user who performed it and the number of
employees.

« On the main screen, use the top search bar
to locate each employee.

 Review the information displayed in the
Employee Profile fields for accuracy.

5. Correct any errors, using one of two methods:

« Manually correct (or update) fields using
the Edit Employee Info button above the
Employee Profile section on the Main
screen.

« Correct (or update) the spreadsheet and
repeat the import process.

Note: Uploading a spreadsheet will overwrite
any existing profile information for employees
already in the system with the same Employee
ID. Case details and history will remain
unchanged.

{
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View My Cases Knowledge Base Utilities Logout

jOne Time Import Scheduled Import

Follow the steps below to prepare your employee information for import into LBi HR HelpDesk. Enable Scheduled Import:

FTP Server Credentials

Server URL: fip.Ibisoft.com

1. Click Here to download the sample excel template.

2. Enter the desired information in the applicable columns using a new row for each employee.

* Remember to delete the sample employee rows before uploading = OR. port: l:l
3. Save the excel spreadsheet. Username:
4. Click 'Choose File' or 'Browse’ to locate the saved spreadsheet and click ‘Upload’ Password:
Update Frequency:
Update Day:

Test

¢
EH

Date/Time File Name Result Upload Type User ID  # of EEs
2  D5/12/2017 10:03AM Copy of EE Load with Snow White xIs Successfully imported employees One-Time Import 1 T A
1 05/12/2017 01:00AM Incorrect File Type - Must be xlsixlsx Scheduled Upload 70 o
v

@ HR HElpDESk |Name (Last, F\rst)B [ Search 2§ select Language Help . .‘
; 900 06!
m Main View My Cases Knowledge Base Search Reports Utilities Resources Logout

Smith, Pat Edit Employee Info HNotes
Personal Job Home Business
Full Name: Smith, Patrick Position: Engineer Address 1: 123 Main st Address 1: 7600 Jericho Turnpike
Employee ID: 1121 Department: Research Address 2: Address 2:
Gender: Male Division Acme West CityiState/Zip: Smittown, NY 11787 CityiState/Zip: Woodbury, NY 11797
Marital Status: Single Location: Country: us Country: us

Hire Date: 03161997 Phone: (888) 555-1212 Phone: (516) 921-1500

Retirement Date: Home Email:

Termination Date: Business Email: P.Smith@mail.com

Override Email
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Stage 3: Scheduling Employee Imports
@ HR HelpDesk

Mame (Last, First) j [

1. From the Utilities menu Employee tab, select
“Import Employees.”

Follow the steps below to prepare your employee information for import inte LBi HR HelpDesk. Enable Scheduled Import:
1.Click Here  todownload the sample excel template FTP Server Credentials
| H H Server URL: ftp Ibisoft com
2' E nter th e req ul re{j I nfo rm atlo n 2. Enter the desired information in the applicable columns using a new row for each employee.
: 1234
= Remember to delete the sample emplayee rows before uploading = - port:
Username: __YourUserName
3. Save the excel spreadsheet.
» Choose Yes from the dropdown to enable a
4. click 'Choose File' or 'Browse' to lacate the saved spreadsheet and dlick 'Upload" Password:
scheduled import. ile path: lemployees/EE Load w
p Browse: Upload File Path: /employees/EE Load wi
Update Frequency:
i Update Day: _Friday v
 Enter the FTP Server Credentials.
Test Save

* Select Daily or Weekly Frequency and
Update Day from the dropdowns.

Date/Time File Name Result Upload Type User ID  # of EEs
&  05/1272017 10:03AM Copy of EE Load with Snow White xls Successfully imported employees One-Time Import 1 7T A
! 05/12/2017 01:00AM Incorrect File Type - Must be xIs/xisx Scheduled Upload 70 o

3. Click "Test"” to have the system attempt to
connect to the ftp server and access the file. v
A record will be added to the Upload History
displaying whether or not the test was
successful.

4, Click "Save” to save the schedule.

5. Verify that the file imported correctly in the
Upload History section.



Regardless of which version of LBi HR HelpDesk you are using, importing data
accurately is crucial. It’s the first step toward challenging yourself and your organization to

transform HR. Download a brochure or visit the LBi HR HelpDesk page of our website for

complete details, including the features of each version of LBi HR HelpDesk, pricing after the

trial periods end, and a guide to determine which option is right for any SMB user.

@ Software
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