






















Export/Import Instructions
Email Addresses

Access Database



How to Import Employee Email Addresses (Access)
1. Using Query Manager, paste the following BLUE Text into Query Manager and run the report. 
SELECT [EeRef] AS [Reference], IIf([Female]=True,'F','M') AS Gender, [EeDetails].[Title], [Forename], [Surname], [EeDetails].[Email]
FROM ((((((((((EeDetails INNER JOIN (SELECT [EeBals].*, [Letter], [EarningsToLEL], [EarningsLELToPET], [EarningsPETToSET], [EarningsSETToUST] , [EarningsToAUST], [EarningsSETToUEL], [EarningsUAPToUEL], [EarningsAboveUEL], [EeContributionsSplit1], [EeContributionsSplit2], [ErContributions], [EeRebate], [ErRebate], [EeReduction], [CalculationType], [SecondBFNILetter], [SecondBFCalculationType], [SecondBFEarningsToLEL], [SecondBFEarningsLELToPET], [SecondBFEarningsSETToUAP], [SecondBFEarningsUAPToUEL], [SecondBFEarningsAboveUEL], [SecondBFEeContributionsSplit1], [SecondBFEeContributionsSplit2], [SecondBFErContributions], [SecondBFEeRebate], [SecondBFErRebate], [SecondBFEeReduction]
FROM ([EeBals] 
LEFT JOIN (SELECT [NICs].* FROM [NICs] INNER JOIN (SELECT [EeID], [Pyear], [Type], MIN(Letter) AS [FirstLetter] FROM [NICs] WHERE Type=1 GROUP BY [EeID], [Pyear],[Type]) AS [Filter] ON ([NICs].[EeID]=[Filter].[EeID] AND [NICs].[Pyear]=[Filter].[Pyear] AND [NICs].[Type]=[Filter].[Type] AND [NICs].[Letter]=[Filter].[FirstLetter])) AS [NI] ON ([EeBals].[Pyear]=[NI].[Pyear] AND [EeBals].[EeID]=[NI].[EeID]))
LEFT JOIN (SELECT [NICsTwo].[EeID], [NICsTwo].[Pyear], [NICsTwo].[Letter] AS [SecondBFNILetter] 
, [NICsTwo].[CalculationType] AS [SecondBFCalculationType]
, [NICsTwo].[EarningsToLEL] AS [SecondBFEarningsToLEL]
, [NICsTwo].[EarningsLELToPET] AS [SecondBFEarningsLELToPET]
, [NICsTwo].[EarningsSETToUST] AS [SecondBFEarningsSETToUST]
, [NICsTwo].[EarningsSETToUEL] AS [SecondBFEarningsSETToUAP]
, [NICsTwo].[EarningsUAPToUEL] AS [SecondBFEarningsUAPToUEL]
, [NICsTwo].[EarningsAboveUEL] AS [SecondBFEarningsAboveUEL]
, [NICsTwo].[EeContributionsSplit1] AS [SecondBFEeContributionsSplit1]
, [NICsTwo].[EeContributionsSplit2] AS [SecondBFEeContributionsSplit2]
, [NICsTwo].[ErContributions] AS [SecondBFErContributions]
, [NICsTwo].[EeRebate] AS [SecondBFEeRebate]
, [NICsTwo].[ErRebate] AS [SecondBFErRebate]
, [NICsTwo].[EeReduction] AS [SecondBFEeReduction]

FROM [NICs] AS [NICsTwo] INNER JOIN (SELECT [EeID], [Pyear], [Type], MAX(Letter) AS [LastLetter] FROM [NICs]  WHERE Type=1 AND CalculationType=3 GROUP BY [EeID], [Pyear],[Type]) AS [FilterTwo] ON ([NICsTwo].[EeID]=[FilterTwo].[EeID] AND [NICsTwo].[Pyear]=[FilterTwo].[Pyear] AND [NICsTwo].[Type]=[FilterTwo].[Type] AND [NICsTwo].[Letter]=[FilterTwo].[LastLetter])) AS [NITwo] ON ([EeBals].[Pyear]=[NITwo].[Pyear] AND [EeBals].[EeID]=[NITwo].[EeID])
WHERE {RS}[EeBals].[Pyear]={RE}) AS Balances ON [EeDetails].[EeID] = [Balances].[EeID]) LEFT JOIN [Branchs] ON [EeDetails].[BranchID] = [Branchs].[BranchID]) LEFT JOIN [CostCentres] ON [EeDetails].[CostCentreID] = [CostCentres].[CostCentreID]) LEFT JOIN [Depts] ON [EeDetails].[DeptID] = [Depts].[DeptID]) LEFT JOIN [RunGroups] ON [EeDetails].[RunGroupID] = [RunGroups].[RunGroupID]) LEFT JOIN [CostSplits] ON [EeDetails].[DefaultSplitID] = [CostSplits].[SplitID]) LEFT JOIN [{T2}].[tblContacts] ON [EeDetails].[BankCode] = [tblContacts].[FirstName])
LEFT JOIN [EeCIS] ON [EeDetails].[EeID] = [EeCIS].[EeID]) LEFT JOIN [EeGUOverride] ON [EeDetails].[EeID] = [EeGUOverride].[EeID])
 LEFT JOIN [EePension_Duty] ON [EeDetails].[EeID] = [EePension_Duty].[EeID])
 LEFT JOIN [EeStarter] ON [EeDetails].[EeID] = [EeStarter].[EeID]

 WHERE [EeDetails].[EeNotCurrent]=False AND (SCStatus =0 OR SCStatus IS NULL)
AND ([EeDetails].[Leaver] = 0 OR [EeDetails].[Leaver] IS NULL)
ORDER BY [EeDetails].[EeRef]



2. Hit Run
[image: ]

3. In the bottom right hand box, you will see the employee information.  Export this and save it.
[image: ]

4. Paste this into the Template available on the Support Site or Email this export file to your client and ask them to add/amend the email address ONLY.  Once the client has returned the amended file to you, you can import this using the IMPORT Functionality.  Please ensure that you save this file as a CSV file before importing.



5. From the Data Tab, select IMPORT.
[image: ]

6. From the Import Window, select Import Employees
[image: ]

7. Select Fixed Layout

[image: ]

8. Check the following criteria and ensure that Amend Records is selected
[image: ]


9. Ensure that the Employee Details and ePayslip Details are selected as shown below
[image: ]

10. Pick up the amended file that the client sent you

[image: ]
11. Click Next
[image: ]

12. The amended email addresses have now been imported.  

13. If there are any errors when importing and validating this information, they will appear in this grid.  We recommend that you try this on a ‘DUMMY PAYROLL’ until you are happy with the import routine.


[image: balls_v3_bw]








[image: ]


[bookmark: _GoBack]2   IRIS - How to Import Employee Email Addresses (Access)		 


 		  3

image5.png
@ Query Manager o x

!’9-!’# }

- New Wizard  Save Close (\mAH Run

B> Run | 2 Edit
T -
o it St

EBS Employee Import Info

Employee AEO Import

Employee Holiday Schemes

Employee Import Information (2008)

Employee Import Information (2008)

Employee Import Information (2011)

Employee Import Information (2012)

Employee Import Information (2015)

Employee Import Information (2016)

Employee Import Information (2019)

Employee Spine Import (2013)

Employee Split Net Pay Import

Employees not paid for over 3 months as of today
Erclore Po Sove e 2013
T

> Run |  Edit K Delete

Queryname : | Untited Query.

SELECT [EeRef] AS [Reference], IIf([Female]=True,'F','M') AS Gender, [EeDetails].
[Title], [Forename], [Surname], [EeDetails].[Email]

FROM (((((((((([{P2}].[EeDetails] INNER JOIN (SELECT [EeBals].*, [Letter],
[EarningsToLEL], [EarningsLELTOPET], [EarningsPETTOSET], [EarningsSETTGUST],
[EarningsToAUST], [EarningsSETTGUEL], [EarningsUAPTGUEL], [EarningsAboveUEL],
[EeContributionsSplitl], [EeContributionsSplit2], [ErContributions], [EeRebatel,
[ErRebate], [EeReauction], [CalculationType], [SecondBFNILetter],
[SecondBFCalculationType], [SecondBFEarningsTolEL], [SecondBFEarningsLELTOPET],
[SecondBFEarningsSETTOUAP], [SecondBFEarningsUAPTOUEL], [SecondBFEarningsiboveUEL],
[SecondBFEeContributionsSpliti], [SecondBFEeContributionsSplit2],
[SecondBFErContributions], [SecondBFEeRebate], [SecondBFErRebatel,
[SecondBFEeReduction]

FROM ([{P2}].[EeBals]

LEFT JOIN (SELECT [NICs].* FROM [{P2}].[NICs] INNER JOIN (SELECT [EeID], [Pyear],
[Type], MIN(Letter) AS [Firstlevter] FROM [{P2}].[NICs] WHERE Type=l GROUP BY
[EeID], [Pyear], [Type]) AS [Filter] ON ([NICs].[EeID]=[Filter].[EeID] AND [NICs].
[Pyear]=[Filter]. [Pyear] AND [NICs].[Type]=[Filter]. Type] AND [NICs].[Letter:

‘App Levy Included
Length of Service.
OptOut

UID Check




image6.png
P | G w8 BRI B &5 Payroll Profession

Admin  Tables | Data | Run Uil

Analysis Pensions  Holiday.
Groups ~ Sphis' -+ Schemes
Global | Employer
Home «





image7.png
D import

Adnin Impots
Import Barks Import New and Amended Barks

Employer Data Imports
Import Spine Tables

Data Imports
Import Pay Rates Import Employee Pay Rates.
Import Pensions. Import Employee Pensions
Import AEOs Import Employees AEOs.
Import Splt Net Pay. Import Employee Spit Net Pay
Import Bxta Detals. Import Employee Exra Detais
Import Employee Spine.
Import Hoiday Scheme Import Employee Holday Scheme.
Pay Run imports
Import Pay Run

Import Hoiday Pay Run

Import Overide Resuits

Import Layouts.
View impot layouts. View Import ayouts




image8.png
2 Employees Import Wizard
Import Layout Type Select
Seect e type o ot reured
Loyt e
© Feedlarat
O Cusomlayus




image9.png
D Employees Import Wizard x

Import Format
‘Selectthe import format requied

| FioidSeparatons R —
® Comna
O Space.
O Ppe
O
O Userdeined

 Wiscelaneous

Cortains headngs.
Record update type:

Valdate sumame.

Pad bank accourt numberto 8 characters wihleading zeros
Pad bank sort code to 6 characters wih leading zeros
Alow blark address fiekds

f—





image10.png
D Employees Import Wizard X

Import Layout
‘Selectthe importlayout equired

Selected |Import Section Compuisary
9/ | Employee Detils @
Personal Details
Employment Details
Analysis Groups.
NI Setings
Tax Settings
Payment Detals
Bark Details
YT Figures
BF NIC Figures
‘Student Loan Details
S ePayslipsDemils
Expat Detals
Miscellaneous
IS Details
IS Verifcation Details
Pension Duty Details
Real Time Information
Pas(y
Pi5
Pe(Per)
PS(Expat)
AEBFud

<Back Next> Cancel





image11.png
D1 Employees Import Wizard

Import File Select
‘Selectthe fie to import

Import fie

[C:\Users\oealey\Desktop \email address mport.csv

Exp




image12.png
B Employees Import Wizard X
Import Validation
Import validation
Reasngtie: [
vacangsso: [
LineNo ¥ Rea ¥ Valid ¥ Imported ¥ Error ¥ Is New ¥ Notes s
9] =
[} @ & | I
vl T\ &8
ol [T e ]
9l (8] 8 |
o - ~
@ | Payroll Professional X
4]
[] -
; 0 --
[ Validation completed successfully. I
4]
] -
g F
4] ] sl -
»
s pat of the headerofooter and il NOT be imored. Gpint
Olines have erors.
[ Preview
Stop <Back Next > Cancel





image13.png




image14.png
. Payroll Professional

Payroll Professional
ath Fioor

Imperial House

40-42 Queens Road

Brighton, BN1 3XB.
Tel:+44 (0) 1273 715300

Email: payroll-support@iris.co.uk
Web: www.payroll-professional.co.uk





image3.png
Payroll
Professional




image4.png
@ Query Manager

ECAIEN

B Run | > Edit

2R w '@

Export  Print _Print Preview PageSetup | Done

Queryname : | Untited Query.

SELECT [EeRef] AS [Reference], IIf([Female]=True,'F','M') AS Gend
[Title], [Forename], [Surname], [EeDetails].[Email]

BF AE Status
EBS Employee ImportInfo
Employes AEO Import

Employes Holiday Schemes
Employes Import Information (2008)
Employes Import Iformation (2008)
Employes Import Information (2011)
Employes Import Informaion (2012)
Employes Import Information (2015)
Employes Import Information (2016)
Employes Import Information (2019)
Employee Spine Import (2013)

FROM (((((((((([{P2}].[EeDetails] INNER JOIN (SELECT [EeBals].*,

[EarningsToLEL], [EarningsLELTOPET], [EarningsPETTOSET], [Earning
[EarningsToAUST], [EarningsSETTGUEL], [EarningsUAPTQUEL], [Earnin
[EeContributionsSplitl], [EeContributionsSplit2], [ErContribution
[ErRebate], [EeReauction], [CalculationType], [SecondBFNILetter],
[SecondBFCalculationType], [SecondBFEarningsTolEL], [SecondBFEarn
[SecondBFEarningsSETTOUAP], [SecondBFEarningsUAPTOUEL], [SecondBF
[SecondBFEeContributionsSplitl], [SecondBFEeContributionsSplit2],
[SecondBFErContributions], [SecondBFEeRebate], [SecondBFErRebatel
[SecondBFEeRequction]

FROM ([{P2}].[EeBals]




