
 
 

 

 

 

 

 

 

 
 

 

 

 
 

 

 

Data Load Instructions 
 

 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Version 1.5 
Last updated: 6th March 2020 

Author: Abbi Melville 
E: Customerservices@peoplehr.com 

 



Table of Contents 

EMPLOYEEDATA ................................................................................................................................................... 4 

LOGBOOKDATA .................................................................................................................................................... 7 

HOLIDAYDATA ...................................................................................................................................................... 8 

SICKNESSDATA...................................................................................................................................................... 9 

OTHEREVENTDATA ............................................................................................................................................. 10 

EMERGENCYCONTACTDATA ............................................................................................................................... 11 

SALARYDATA ...................................................................................................................................................... 12 

BACKGROUNDCHECKSDATA ............................................................................................................................... 13 

BANKDETAILDATA .............................................................................................................................................. 14 

JOBROLEHISTORYDATA ...................................................................................................................................... 15 

MATERNITYPATERNITYDATA .............................................................................................................................. 16 

RIGHTTOWORKDATA .......................................................................................................................................... 17 

 

 
 
 

 
Please read these instructions before you begin your data load. We also advise referring to these 

instructions whilst you prepare your data. 



As part of your implementation we offer a complimentary data load. We have a full range of data 
sheets to make sure we can migrate your information onto People. The data sheets can be found as 
.zip files on the People Help Site: http://help.peoplehr.com/setup/setup/data- load-instructions 
 

 
The general rules for all data sheets are: 

 
RED columns are mandatory and must contain the correct data in the cells below 
BLUE columns are optional, and can be completed once the data is loaded, if you wish 

 
The column headings are very important so please do not add any new headings or 
remove existing headings.  

 

 
List of Standard Templates 

• EmployeeData 

• HolidayData 

• SicknessData 

• OtherEventData 

• EmergencyContactData 

• SalaryData 

 

List of Additional Templates 

• BackgroundChecksData 

• BankDetailData 

• JobRoleHistoryData 

• MaternityPaternityData 

• RighttoWorkData

http://help.peoplehr.com/setup/setup/data-load-instructions
http://help.peoplehr.com/setup/setup/data-load-instructions


EmployeeData 
 

The 'EmployeeData' sheet is the main sheet that we use to import employee records into your 
People HR site.  
 
This data sheet allows us to import a mass of employee information. Every row creates a new 
employee record. 



 



 
 

Please note! 

If employee IDs contain both numbers and letters, please change this column format to 

‘Text’ to ensure all data is picked up.  

 

The following columns will create a drop-down selection on the site with all of the unique values, 
so this is a good opportunity to cleanse all of your data: 
 

 Title 

 Job Role 

 Company 

 Location 

 Department 

 Nationality 

 Employment Type 

 Leave Reason 

 Notice Period 

 
 

 
  



LogbookData 
 
You can upload logbook information to pre-loaded logbook screens or create your own custom 
logbook screen. On how to create your own custom logbook, please see: 
http://help.peoplehr.com/en/articles/3167606-customise-the-logbook  
 
Please note: If loading a data for a custom logbook, the screen will have to be created before 
loading any data. The following table will assist when inputting data per field type: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Please note! 

If employee IDs contain both numbers and letters, please change this column format to ‘Text’ to ensure 
all data is picked up. 
 

  

http://help.peoplehr.com/en/articles/3167606-customise-the-logbook


HolidayData 
 
The 'HolidayData' sheet allows you to import your employee holiday records Every row creates 
a new holiday record. 
 
Please make sure all records have a duration as records with '0' will not be imported. See below 
the fields and some help text to assist you in completing this sheet. 

 

 
 
Please note! 

If employee IDs contain both numbers and letters, please change this column format to ‘Text’ to ensure 
all data is picked up. 



SicknessData 
 
The 'SicknessData' sheet allows you to import your employee Absence (Sick) records Every 
row creates a new sickness record. 
 
The reason column will create a dropdown list of reasons to use in the future, so this is a good 
opportunity to cleanse your data. 
 
Please see below the fields and some help text to assist you in completing this sheet -  
 
 

 
 

 

 
Please note! 
If employee IDs contain both numbers and letters, please change this column format to ‘Text’ to ensure 
all data is picked up. 
 



OtherEventData 

 
The 'OtherEventData' sheet allows you to import your employee Other Event records. 

 
Other events are for attendance that does not reduce an employee’s balance or impact on 
sickness – generally this section is used to record Companionate Leave, Jury Duty, Dentist 
Appointments etc.  
 
Every row creates a new record. The ‘Reason’ column will create a dropdown list of reasons 
to use in the future, so this may be a good opportunity to cleanse your data.  
 

 
 

 
Please note! 

If employee IDs contain both numbers and letters, please change this column format to ‘Text’ to ensure 
all data is picked up



EmergencyContactData 
 
The 'EmergencyContactData' sheet is used to import employee emergency contacts. You can 
have multiple rows for each employee if they have several contacts. 
 
Every row creates a new employee record. 
 
Employees can also populate/update this info when they log into their record. 
Please see below the fields and some help text to assist you in completing this sheet - 

 
 

 

 
 
 
 

Please note! 

If employee IDs contain both numbers and letters, please change this column format to ‘Text’ to ensure 
all data is picked up. 
 

  



SalaryData 

 
The 'SalaryData' sheet is used to import employee salary history. You can insert history by 
creating several rows per employee. 

 
The following columns will create a drop-down selection on the site with all of the unique 
values, so this is a good opportunity to cleanse all of your data - 

 
• Currency Code 

• Reason 

 
Please see below the fields and some help text to assist you in completing this sheet - 

 
 

 

 
 
Please note! 

If employee IDs contain both numbers and letters, please change this column format to ‘Text’ to ensure 
all data is picked up. 

  



BackgroundChecksData 
 
The 'BackgroundChecksData' sheet is to import multiple Background Check records. 
 
Every row creates a new record. 
 
The 'Type of Check' column will populate a dropdown of options, to use in the future. Please 
see below the fields and some help text to assist you in completing this sheet -  

 

 

 

 
 

Please note! 

If employee IDs contain both numbers and letters, please change this column format to ‘Text’ to ensure 
all data is picked up. 

 
 
 
 
 
 

  



BankDetailData 
 
The 'BankDetailData' sheet is to import employee bank details Only one record per employee 
is permitted. 
 
The employee will be able to populate this information via their login, they can also update it 
moving forwards. 
 
Please see below the fields and some help text to assist you in completing this sheet – 

 
Please note! 
If employee IDs contain both numbers and letters, please change this column format to ‘Text’ to ensure 
all data is picked up. 
 
 

  



JobRoleHistoryData 
 
The 'JobRoleHistoryData' sheet is to import just historical job records, their current role should 
be recorded on the EmployeeData sheet. 
 
Every row creates a new historical record 
 

Please see below the fields and some help text to assist you in completing this sheet – 

 

 
 
Please note! 
If employee IDs contain both numbers and letters, please change this column format to ‘Text’ to ensure 
all data is picked up.  
 
The ‘Job role’ column will create a drop-down box with all unique values, so this may be a good 
opportunity to cleanse your data.  
 
 
 
 
 
 
 

 
 

  



MaternityPaternityData 
 
The 'MaternityPaternityData' sheet allows you to import your employees Maternity/Paternity 
records 
 
This sheet should not be used to record KIT days or pregnancy related absence, please use 
the Other Event/Sickness sheet for this. 
 
Every row creates a new record. 
 
Please see below the fields and some help text to assist you in completing this sheet - 
 

 
 

 
 

 

 
Please note! 
If employee IDs contain both numbers and letters, please change this column format to ‘Text’ to ensure 
all data is picked up. 



RightToWorkData 

 
The 'RightToWorkData' sheet is to import multiple Right to work records. 
 
Every row creates a new record. 
 
Please see below the fields and some help text to assist you in completing this sheet –  
 

 
 
 

Please note! 

If employee IDs contain both numbers and letters, please change this column 

format to ‘Text’ to ensure all data is picked up.  

 

The Type of document column will populate a dropdown of options to use in the 

future. 


