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The XL uploader is a tool developed by Subscribe-Software Pty Ltd and remains
our intellectual property. It is provided to you at no cost.

Disclaimer:
If you are in doubt about any of its functionality please contact us.

We do not take responsibility for any loss of data should the upload process fail in some way irrespective
as to the cause of that failure.

Make sure that your data is always backed up before you attempt an import.

Exporting any data from the system will not cause loss of data since the data exported will remain in the
SHR system.

Re-importing exported data into the system may over-ride the exported data.
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1 Introduction

The Excel data uploader allows clients to uploader data from an XL spreadsheet into
SHR system. It is a convenient and fast way to import data from excels to the
Subscribe-HR system and can be performed by a person who has little technical
knowledge. The tool includes a validation feature, which allows you to check the
validity of the data before importing it.

This includes data time format, empty mandatory field and incorrect email format. It
allows you to remedy the data before the import is executed.

There are three processes in data uploader.
1. Firstly, clients need to login using normal subscribe-HR system account.

2. Click Export button to select which objects or related objects you want to re-
import.

3. After inserting or updating data in spreadsheet, click Import and Update button
to import data to Subscribe-HR.
1.1 Login

Open the Excel, click ‘Add-ins’ => ‘Login’ => enter username and password in
Subscribe-HR Login pop-up window, they are the same as your Subscribe-HR
account.

(]| K
m Home Insert Page Layout Formulas Data Review View Add-Ins Team
Lo <= A

2. Click Login

Subscribe-HR Login (=]

1. Click Add-Ins

Subscribe-HR

Al

Username| alexevg@hotmail.com F

——————

A B Password G H | ]

| |

&N e

3. Enter username and password which are
the same as normal SHR login accounts for
clients

1.2 Export Existing Data From Subscribe-HR

After entering username and password in Subscribe-HR Login popup window, click
Export button. You will see a popup panel ‘Select Object and Fields’. You can select
parent objects, related objects (child objects) and fields.
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MOme Insert Page Layout Formulas Data Review View Add-Ins Team
Log Out
«Z7=) 1. after login success, click Export button
Select Object and Fields (=]

Subscribe-HR

2. Click this to show all
parent objects (Ex:
Employee, Applicant)

o

L s w N =

1.2.1 Select Parent Objects (Single Object) and fields
The top dropdown box shows all parent objects such as Benefits.

X'd 9 - &%
File Home Insert Page Layout Formulas Data Review View Add-Ins Team

Log Out
Export
Subscribe-HR Select Object and Fields @
Al Benefits (Human Resources) v Refresh
A~ || Related Objects & Select | [
L Archived Emails 1. Select Benefits L
2 Performance Reviews
3 Timesheets
a Job Billing
| Payslips / G Certificat J
5 Ei);,ispse Cb?,’:?;o; neses 2. click Select button
6 Availability Roster to show fields under
7 Allowances Béﬁl fits object
- Deductions -
9 Fields
10 e ) 3. fields displayed and Select
11 Name (Benefits) two mandatory fields
12 Start Date (Benefits) <= will be automatically 0
13 End Date (Benefits) ticked, if you untick . .
14 Active (Benefits) mandatory fields, 4.|Click Select buttpn
15 when you process and go to spread sheet
16 next step, you will
17 receive a warning
message.
12
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AS an example we will use Benefits for demonstration purposes. After selecting
Benefits (Human Resources), you see a list of fields. Because "benefits” is a single
parent object, relatives to that object do not need to be selected. In the field list, you
can see there are 6 fields related “Benefits” object; two of them are mandatory fields
(name and start date). You can select which fields you want to import from here and
then click Select button to generate the spreadsheet.

1.2.2 Select Parent and Child Objects (Mutiple Objects) and fields

You want to import the parent and child objects together. For example, you have data
about the employee such as medical and property information you want to import.
Medical and property are the children objects of the employee object.

Kid9-o-2 . | TTTTT——
Home Insert Page Layout Formulas Data Review View Add-Ins Team
Log Out
Export Select Object and Fields (=]
Subscribe-HR Employee (Human Resources) v
Al || Related Objects [seea Jf|
A Medical -
1 Property “afff— . atter select paren |;‘ ﬁ
=T Cermeates and Licences  object (Employee), —
2 . :
] JAEZS you can tick Medical 2. Click Select to
: % Inci::el:tes and Property, there display Fields
4 ] Skills are two child object of
S5 [] Next of Kin Employee.
6 [] Shares -
7 Fields
8 [] Medical Check Type (Medical) N IET
S [] Passed Medical Check (Medical)
10 [] Surgery Name (Medical) ﬁ
1 [7] Address 1 (Medical)
[] Address 2 (Medical) 4.' Click Select Buttpin
12 % §“b“’[bM(gd‘?diT;’|) t(lgenerate Spread
13 tate o] Sheet
= [] Country (Medical) <<—1 You will see all the
[] Post Code (Medical)
OSELAOBE (meca 3. fields under
15 [7] Phone (Medical) Empl Meid
16 [] Fax (Medical) mployee, Vieldca
e ] Link to Incident (Medical) and Property will be
[7] E-mail (Medical) displayed in here, you
18 D Related Incident [Medlcal) can tick any fields you
19 Date Allocated (Property) want to import. |;‘
20 [7] Date Returned (Property) =
- [] Company Property (Property) -
22

After selecting fields and clicking the Select button, a spreadsheet with existing data
will be generated.
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1.3 Import Or Update Data From a Spread Sheet

After exporting data from Subscribe-HR to a spreadsheet, you will see the data. You
can now modify and add new records in that spread sheet before Importing or updating
it.

1.3.1 Import Parent Objects (Single Objects) and Fields

Make Benefits as an example:

Ha9- -3 Bookl - Microsoft Excel
m Home Insert Page Layout Formulas Data Review View Add-Ins Team

Log Out

Export

Import /Update | rpyic i I fields which

Subscribe-HR 21 not he modified. These data were export from Subscribe-HR, you can modify
E16€ B - 7 these fields to update it back to Subscribe-HR.
B c Q D E F G

1 |Benefits Id| Type Provider Name Start Date End Date  Active

2 HHealth (health) API Leisure and Life (apileisureandlife) Gym Memberships 3/01/2010 No

3 10YEntertainment (entertainment) API Leisure and Life (apileisureandlife) Power Boat Racing Weekends = 1/03/2010 No

4 11§Health (health) API Leisure and Life (apileisureandlife) Pancakes at Work 3/01/2010 No

5 124Shopping (shopping) Power to Motivate (powertomotivate) Fresh Cakes 18/05/2010 No

6 13Shopping (shopping) API Leisure and Life (apileisureandlife) Muffins at Work 8/02/2009 23/06/2012 No

7 144Entertainment (entertainment) Anista (anista) Pumpkin Scones 7/11/2010 Yes

8 15§Financial and Well Being (financialandwellbeing) API Leisure and Life (apileisureandlife) Mobile Phone 7/12/2010 Yes

9 : Entertainment (entertainment) = Anista (anista) Laptop For Work 13/10/2014 Yes

B 1 )

This should be the ID
for new record, but for
inserting operation,
you don't have to type
anything in here.

This is a new record, it will be insert to Subscribe-HR

In this spread sheet, you can see all Benefits data from row 2 to row 8. Now you can
add new benefits records at the end of row 8 like row 9. When you add new records,
leave the ID column as blank. The application will automatically generate an ID for
these items.

1.3.2 Import Parent Objects and Child Objects (Mutiple-Objects) and fields

Let's take Employee, Employee Medical and Employee Property as an example: you
can add or update any record. You do not need to touch ID fields, the application will
automatically generate the ID for inserted records and existing ID for previously
updated records will be locked.
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Log Out

Export

Import / Update
Subscribe-HR

3 different ID

119 5|
A ﬁ; c D E F G H

1| Employees Id MeHI Id Property Id [Surname  First Name Start date Date Date Allocated
2 Brounders Marias 4/03/2010 10/06/2009 13:00 1/06/2011)
3 72 4 Brounders Jane 26/11/2010 10/12/2009 13:00 10/07/2009)
4 72 8 Brounders Jane 26/11/2010 18/11/2013 00:00 10/07/2009)
5 73 5 ramniani Peter 23/08/1983  6/10/2009 13:00 7/10/2009)
6 74 6 24|Funaki Loni 17/06/2009 6/10/2009 13:00 15/01/2013
7 75 10 imeone Jane 6/01/2010 22/01/2013 00:00
8 76 11 Moore Sione 17/06/1991 23/01/2013 00:00
9 77 24 HR2 TEST2 29/11/1993 23/01/2013 00:00
10 78 Raubty Jenny 10/04/1994
1 80 7 14|McClausky Bob 15/10/2008 28/06/2010 00:00 29/06/2010 Update
12 82 9 2d|Clarke Les 12/01/2006 22/01/2013 00:00 8/01/2013
13 86 24|French Mathew 1/01/2011 1/01/2013]
14 86 French Mathew 1/01/2011 1/01/2013]
15 86 2€||French Mathew 1/01/2011 1/01/2013]
16 30 illiam Xin 24/04/1983
17 91 ohn French 24/04/1953
18 109 22 Nigel Robinson 24/04/1973 22/01/2013 00:00
19 110
20 < insert
-~
Don't need to touch ID
fields, Program will
generate ID fields for
new records
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