



















Populating the Excel Spreadsheet




Spreadsheet Employer Tab 
1. The Employer will need to populate the spreadsheet with the following
a. Title
b. Forename
c. Surname
d. Gender
e. Date of Birth
f. Email
g. Telephone
h. A secret word (for use during the registration process)

2. The above information is needed to populate the Employer User screen in Payroll professional.
a. Data > Employer > Edit myePayWindow users > Add
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3. [bookmark: _GoBack]After creating the Employer user and clicking OK to save, you can re-enter the edit screen and connect the user. This will send them an invitation in which the questions will be asked. The data must match, or registration will fail. 

Spreadsheet Employee Tab
1. Follow the document to export the data from Payroll Professional
2. Open the spreadsheet and paste the contents into this sheet
3. Send to employer using your preferred method so they can populate the missing details
4. Receive completed spreadsheet from Employer and import into Payroll Professional.
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