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Importing into Sage50 Payroll

TimeKeeper supports generating a CSV export that can be imported in Sage 50
Payroll. It's a simple three step process.

Step 1- Set up Employee Mapping Between the Two Systems

To configure the employee mapping between TimeKeeper and Sage, you will need
to enter into TimeKeeper the Employee Reference Number of each Sage employee.

So for example, Jack Allan here has an Employee Reference of 1.

&% Employee Record - Ref: 1 - Mr. Jack Allan - [m| X
+ & -

K < > o
New  Starter Form Personnel First Previous Next Last Gk

LEESEE mploymentPensions| Absence Cars/FuelBanking| Analysis|History Terms Documents]

Allan

Surname *
Jack

Previous Surname

Forenames *

Date of Birth * 211011993

Address 1 Malone Road

Belfast Age

Disabled

29
o
Post Code ‘ ‘ L

Country [United Kingdom v SHmECTER

S ‘ ® ‘ Right to Work Ref @
Mobile ‘ @ ‘

Email ‘ ] ‘

* denotes a compulsory field

‘ Emergency Contacts ‘ ‘ Personal Cars ‘

Save Close

We take each Employee Reference and enter that in the 'Internal Employee ID' sec-
tion of their employee profile.

Internal Employee ID

1

Step 2 - Run the Sage Report

Typically we reccomend users to run the TimeKeeper Staff Timesheet Excel report
to check over everything (as it's more user friendly). Then once happy with that, run
the Sage 50

export from the Staff Timesheet Report screen.
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This will generate a CSV file that you can import into Sage.

Step 3 - Import into Sage 50

Once the CSV has been exported, open it and up and take a look inside that you are
happy with the data.

A B C D 3 F (€]
Name Employee Reference Std Hrs OT Hrs Leave Hrs Std Hrs Minus Leave Hrs OT Hrs Minus Leave Hrs
Jack Allan 1 17 0 0 17 0
Andrew Mirch 2 8 0 8 0 0

To import into Sage, simply:

Click "File" -> "Advanced Data Import"
Take a Backup first before continuing as this data is not reversible
Click "Next" -> "Timesheet Payments"

Click "Browse" to go to the file in question and ensure "Import File has Header
Row" is ticked

The next screen will allow you to map what fields in the export map to what
fields in Sage

| have mapped "Std Hrs" in the TimeKeeper report to "Standard". This includes hours
worked + hours paid on leave. If | wanted to import only hours worked excluding
leave, | would use "Std Hrs Minus Leave Hrs". Similarly, I've mapped "OT Hrs" to
"Overtime Hours".
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Data Import Wizard

The information in the import file must be matched to the fields within Sage Blcloud Payroll before it can be imported

Select the column in the import file to match each payroll field

quiredImport Field |Payroll Field

Employee Reference Employee Reference

Works Mumber
Notes

Std Hrs

1:Standard

v | 2:0vertime

Map File in Use: [Mone]

‘ Clear Map H Load Map H Save Map ‘

] e |

Finish ‘

6 Press Finish and the data should be imported.

Import Results

Records Imported
2 Existing Records Updated

Employee 1, Standard.
Employee 2, Standard.

Records not Imported

Print ‘ ‘ Help

7 Select the employees and click "Timesheet Entry" - should show the imported

values.
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& Enter Hours/No for: (Ref : 1) Allan, Jack - row 1 of 2

Enter by:  ©Employee Reference OWorks Number

Payments

Reference ‘Name ‘

1 Allan, Jack
2 Birch, Andrew
Save Print
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