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Migrating your employees to Payroo

Migration to our application is very simple. When you want to switch to our payroll system from
any other manual system or software package you will need to migrate your existing employees'
details on to our system. You can migrate all your employees' in one shot using a spreadsheet at
any point in time within a tax year.

Our application supports 2 methods of employee migration:

(i) Create employee record using the Add New Employee option or using a spreadsheet.

(ii) Create and import all the employees' pay details in one shot using the spreadsheet.

The employee migration spreadsheet is user friendly and the columns are linked to a quick help
facility  for  your  assistance.  For  further  clarifications  you  can  also  refer  to  our  well  defined
employee migration instruction document. 

Points to remember:

 Refer to the quick tips linked with the spreadsheet columns for assistance.
 Also refer to the instruction document when you fill in the employee migration spreadsheet.
 Review each and every entry you make in the spreadsheet to avoid mistakes. 
 Save the spreadsheet in a CSV format because you can only upload CSV files.
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How to import?

 1  Employee migration process for different Payroo applications

We now look into how to import employee details to the two different applications of Payroo. There
isn’t any much difference in the procedure, only some variation in the initial steps that you need to
follow  for  the  two  applications  (Payroo  Star,  Payroo  Pay  Bureau).  Follow  the  appropriate
procedure for the Payroo application you are using.

 1.1  Payroo Star Payroll

Go to 'Import data' sub menu under 'Others' menu in the tasking zone of Payroo Star Payroll. The
'Import Data' option allows you to import the employee data of the particular employer.

Road Map:

Others → Import Data

Fig 1.1.1 Standard Payroo Import data

 1.2  Payroo Pay Bureau

Bureau application allows you to migrate your employees’ in bulk. Your Employer/Client/Branch
reference number is  used as a key to  identify the different  clients.  This helps you to  migrate
multiple clients' employees’ in a single upload process.
Employees' can be migrated into the Bureau application in two different ways
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(i)  'Import  Data' under  'Bureau  Details'  from  the  Bureau  main  page.  Here  you  can  import
employees' for any Client/Employer under Bureau at the same time.

Road Map:
Bureau main page → Bureau details → Sign In password → Import Data

 Fig 1.2.1 Bureau Main Page 1

Fig 1.2.2 Bureau Import Data Option 1
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(ii) You can also import the Employee details for a specific Client/Employer. To achieve this, follow
the road map below. 

Road Map:

Bureau Main Page → Admin Payrun → Enter Link(Corresponding to the specific Client Name) →
Others → Import

Fig 1.2.3 Bureau Main Page 2

Fig 1.2.4 Bureau Import Data Option 2
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 2 Download spreadsheet procedure for employee migration

All  the  procedures  hereafter  are  the  same  for  the  two  applications  of  Payroo.  Follow  the
instructions below for any application.  

Step 1: Click on the ‘Employee Data’ link from the Import data page.

Fig 2.1 Import data

Step 2: Please thoroughly read all the data importing instructions before you proceed to download
the template and then click on the ‘Click To Continue’ button. Now click on  ‘Download 
Spreadsheet-Importing Employee Data’.
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Fig 2.2 Importing Employee Data

Step 4: Select the appropriate employee template. 

Fig 2.3 Employee Template
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Step 5: Click on the ‘Instruction for Employee Details spreadsheet’ link and download the 
document. Thoroughly read all the instructions before you proceed to download and fill in the 
employee migration spreadsheet.

Fig 2.4 Download Instruction 

Step 6: Now click  on  the  ‘Employee  details  Spreadsheet  document’  link  to  download  the
spreadsheet.

Fig 2.5 Download Spreadsheet
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Step 7: Once you download the spreadsheet, you can enter your employee data into the  
spreadsheet and save it in a CSV format.

Fig

2.6 Employee Migration Spreadsheet

Please note:
You can enter the Employer/Client/Branch reference number in the first column of the employee
migration spreadsheet.  This is a key to identify the client and enables you to upload multiple
clients’ employees’ in a single spreadsheet with their unique client reference associated to each
employee.

Follow the road map below to find out your Employer/Client/Branch reference number.

Road Map:
Employer/Setup → Employer Details →  Employer / Contractor Contact Details →  Employer / 
Contractor Reference
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Fig 2.7 Employer / Contractor Reference

 3 Uploading Employee Data CSV File

Once  you  finish  entering  the  data  in  the  employee  migration  spreadsheet,  the  next  step  is
uploading the CSV file. To upload the CSV file you follow the same procedure for downloading the
spreadsheet until the ‘Import Employees’ page.

Please note: It is recommended that you review each and every entry you made in the
spreadsheet to avoid mistakes.

Step 1: From the ‘Import Employees’ page click on ‘Upload employee detail CSV File’.
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Fig 3.1 Upload employee detail CSV File

Step 2: Click on browse to upload the CSV file. Then select the appropriate template version and 
you may also enter a CSV file reference name.

Fig 3.2 Upload CSV File
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Step 3: After uploading the file, you can view the 'Uploaded / Imported Employee Data Status' 
page. This page shows the Importing data status for all the migrated employees. If the status 
appear as ‘Pending’, click on the ‘Select to import’ radio button for the respective employee and 
then click on ‘Click to Import’.

Please Note: If the data is incorrect or not according to the specifications the upload will fail and 
the status will be displayed as 'Upload Failed'. Click on the corresponding 'View' link to check the 
errors. You can then fix the errors listed and upload again.

Fig 3.3 Employee Data Status

Step  4: Enter  your  Sign  In  password  to  confirm  importing  employee  data.  Ensure  that  the
employee details you are importing are correct.

Fig 3.4 Confirm Importing
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Step 5: After successful importing of employee data, the page(Fig 3.5) shown below will be 
displayed.

Fig 3.5 Successful Importing
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Employee Login Demo

This demo shows employee Account activation and log in demo. Employee can Log In to his / her
account and view /  Edit  his /  her personal  details,  Emergency contact details and print  P11D
summary. Employees can Setup the Mobile App Password too. 

Please click on the below link to view the demo:

Click here to view Demo
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https://youtu.be/xB2uktf-Y_w


To Know More:

(For more information about our products and services, please contact our 
Support Team.)

Support Email:

sales@payroo.com

Tel: 020 8450 7314
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