
Uploading Pay History (hours) File
Form the home screen go to the “Data Management” menu and select “Census Upload” 



You will arrive at the following screen…..

Next, select the group specific custom import from the Census drop-down menu: e.g., Pay History Update



Then click on “Select File” to locate the file you wish to upload  (see insert)
Best Practice:  We always recommend you upload the file in “preview” mode first to ensure the file loads 
successfully with no errors. 

It will place it in the section below….



The default setting “Auto add departments” will remain the same for the upload.
Next, click “Upload”

You should see the file to begin to upload…. 0%...until it’s complete at 100%



This is what it will look like once it’s uploaded…it will also let you know if there are 
any errors or warnings …  if any errors or warnings appear let me know.



This is what it will look like once it’s uploaded…it will also let you know if there are 
any errors or warnings …  if any errors or warnings appear this is what you will see



Now go into an employee record and confirm the file uploaded properly by going to the “Pay History” tab.

You can also click on pencil on the right side to get more detailed information and reveal the pay history you loaded.


