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“Workaholics aren't heroes. They don't save the day, they just 
use it up. The real hero is home because they figured out a 
faster way.” - Jason Fried



Working Smarter

• Short Cuts

• Imports

• Calculation Processes



Short Cuts

❖ Quick ways to enter dates

❖ What security permission is this?

❖ Add a value to a validation set 

without leaving your entry page

❖ Set defaults to see the information 

you use the most





Want Today’s Date???

Simply click the letter

 “T”

on your keyboard!



T

T

t

t



Quick 

Date 

Range?



Clicking the 

double 

calendar 

allows you to 

choose 

common date 

ranges



Choosing 

“This Month” 

populates the 

first day and 

last day of the 

current month





What Permission is This?

Ctrl Shift Left Click



Ctrl + Shift + Left Mouse Click

On the Item You Need!

The result returned is for 

Adjustment Processing, not the 

Adjustment Import.







Concerned 

about who 

has 

access?



Report Lists Users and Templates



“Do the best you can until you know better. Then when you 
know better, do better.” -Maya Angelou



Quick Link to Add a Value 

to a Validation Set

















With your cursor in the field 

you need a new validation 

value:

Hold the Ctrl key on your 

keyboard and Left Click with 

your mouse











Why?

❖ Quick way to see information

❖ Retain filters while making mass 

changes

❖ Export a list

Using Grids to Maximize Your Time

Where?

❖ Workforce

❖ Deduction & Benefit Codes

❖ Positions

❖ Many More!





Grid Columns



Sort



Filter on 

One or 

More





Scenario:

Your Elected Officials will be receiving a new Life 

Insurance benefit effective June 1st.  The benefit code is 

created and must be added to the appropriate 

employees.





The results of 

the filter from 

the Employee 

Search grid are 

retained.



You also retain the tab 

you last worked in for 

less “clicking”.



Feature Chooser



Hide Columns





Click Show to bring 

the column back into 

the list or…



To Add Hire Date to 

Your Grid





Export for a 

Quick List







Feature Chooser



Imports

❖ Import Benefit Data

❖ Import Deduction Data

❖ Import Adjustments

❖ Third Party Hours Import



Scenario:

All full-time employees will be receiving a new Life 

Insurance benefit effective June 1st.  The benefit code is 

created and must be added to the appropriate 

employees.





“It's not the load that breaks you down. It's the way you carry 
it.” - Lena Horne



Import Benefit Data

Human Resources > Payroll Administrator Tasks > Import Benefit Data

❖ For Benefit Codes Only

❖ Cannot be in a Benefit Plan

❖ Can have different Start Date 

per Employee

❖ Can be Used to Stop Benefits 

in Workforce



Is the Benefit Code Eligible for the Import?



Creating the Import File

Must

❖ Be a CSV file

❖ Include Benefit Code

❖ Include Employee Number

Can

❖ Include Effective Date

❖ Include Override Amount/Percent

❖ Include Override Limit

Note

▪ If the Override Amount/Percent is 0 (zero), the existing Benefit is stopped.

▪ If a default Amount/Percent is not provided on the code, it must be added as an Override.







Creating the File to Import



Creating the File to Import



Importing the Data

Choose “Standard” from the Import 

Type dropdown



Importing the Data

Change your date to the first day of 

the pay period the benefit will begin

Note: If you added dates in your .csv file, they 

would override this date per employee.



Importing the Data

Click on Choose File to select the 

.csv file to be Imported



Importing the Data

Add a Unique Description

Click Next



Importing the Data

Click Finish



Success!



Always Double Check

Employee Benefit Report

HR > Reports > Employee Reports > Employee 

Benefit Report



Import Deduction Data

Human Resources > Payroll Administrator Tasks > Import Deduction Data

❖ For Deduction Codes Only

❖ Cannot be in a Benefit Plan

❖ Can have different Start Date 

per Employee

❖ Can be Used to Stop 

Deductions in Workforce



Creating the Import File

Must

❖ Be a CSV file

❖ Include Deduction Code

❖ Include Employee Number

Can

❖ Include Effective Date

❖ Include Override Amount/Percent

❖ Include Override Limit

Note

▪ If the Override Amount/Percent is 0 (zero), the existing Deduction is stopped.

▪ If a default Amount/Percent is not provided on the code, it must be added as an Override.



Scenario:

Employees enrolled in FSA must re-enroll every year.  

Enrollment occurs through the provider.  To ensure that 

employees FSA deduction doesn’t continue into the next 

year, you want to place an end date on the deduction in 

Workforce.



Create the 

Employee 

Deduction 

Report as an 

Export to Begin 

Your Import File







• To add an End Date on the 

Deduction in Workforce, place 

zeroes in the override column

• Remember to remove the 

Header row

• Always save the file as .CSV



Importing the Data

Because we want this 

Import to END the 

deduction, the date 

entered here will be the 

end date for the deduction 

on the employees in 

Workforce.



Run the 

Employee 

Deduction 

Report again to 

check results!





Adjustment Import

Can

❖ Adjust Hours Codes

❖ Include Multiple Dates

❖ Have Multiple Entries for One Employee

Does Not

❖ Create a Journal Entry

❖ Affect an Employee’s Actual Pay

❖ Affect an Employee’s W2 wages

Primary Use

Adjust Accrual Balances for a Large Number of Employees



Testing Your Adjustments

When making a large number of 

adjustments with an import, you should 

always compare the “before” with the 

“after”.

Use the Accrual Balance Report for 

adjustments to accrual balances.

Use Hours Analysis for other types of 

hours adjustments.



Accrual Balance Report
Human Resources > Reports > Management Reports > Accrual Balance Report



Accrual Balance Report Before

Performing the Adjustment Import



Completed .CSV File for 

Import



Adjustment Import

Human Resources > Payroll Administrator Tasks > Adjustment Processing



Adjustment Import

Human Resources > Payroll Administrator Tasks > Adjustment Processing



Adjustment Import

Human Resources > Payroll Administrator Tasks > Adjustment Processing



Accrual Balance Report
Before and After Comparison



Third Party Hours Import

➢ Your organization must license the Time & Attendance Interface

➢ Imports hours into an open payroll batch

➢ Can be used for any hours code

➢ Examples

• Lump sum payments that can’t be scheduled (safety incentives)

• Bonuses

• Imputed Income adjustments

• Car allowances

• Hours exported from non-integrated time keeping software



Third Party Hours Import

Usually Accessed Through Payroll Manager



Third Party Hours Import

• Employee Number

• Hours Worked

• Hours Codes

• Work Date

• Other Pay Amount

• Separate Check Code

• Override Pay Rate

• Shift Code

• Override G/L Organization

• Reason Code

• Project Code

• Override Grade Code

• Override Step Code

• Override Department

• Comments

• Override Job Title

• Override Position



I’m Never Going to 

Remember All This!







Calculation Processes
Human Resources > Payroll Administrator Tasks

• Process Retro Pay

• Calculate Mass Rate Increase

• Calculate Step Rate Increase



Calculation Processes

A. Calculate Step Rate Increases – used to move employees up a Step

1. Can be run by Anniversary or Effective Date

2. Must be run before Calculate Mass Rate Increase

B. Calculate Mass Rate Increase – used to increase Grade Rates and 

employee rates simultaneously 

1. Can be run by Grade Type

2. Can increase by Amount or Percent

3. Updates Grade and Employees as of an Effective Date

C. Process Retro Pay – used to pay employees retroactively 

1. Update employee Job prior to calculation

2. Can be run by Department or Employee

3. Can limit hours codes that receive Retro

4. Cannot be used for employees with a Salary Grade



“My goal is no longer to get more done, but rather to have less 
to do.” — Francine Jay



Your feedback is important

Please complete the session survey via the mobile app

We read every submission

We use your input to guide content for future sessions and 

to improve our presentations



tylertech.com
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