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enableHR MYOB Integration

Follow this guide to export Employee Cards in MYOB to enableHR.

1. Open your MYOB file

2. Go to the File menu, Select Export->Cards->Employee Cards (Screenshot 1).
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3. In the Export Data Dialog, select “Comma Separated” in the Export File format
drop-down list, then click Continue.

enableHR
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4. Select the fields that will be exported to enableHR. This is a critical part of the
process as order of the fields is important.

@ Export Data a

’ Click the MYOB Fields in the order that you wish to export them.

Export Fields MYOB Fields Export Order
Co./Last Name: a

First Name:
* CardID:
Card Status:
Addr 1 - Line 1:
- Line 2:

- Line 3:
- Line 4:
| - City: v

[* = Required Field for an MYOB Import)
(* = Conditional Field: Must have one or more fields for an MYOB Import)

’7/ Cancel
DR 4

Help F1

Match All | Export |

As you click on a field on the right, the order that is exported is displayed next to it
(eg. Field 1, Field 2)

The order required for enableHR is: (screenshots on next page)

Field # MYOB Field
1 Co/Last Name
2 First Name
3 Card ID
4 Card Status
5 Addr Line 1
6 Line 2
7 Line 3
8 Line 4
9 City
10 State
11 PostCode
12 Country
13 Phone #1
14 Email
15 Employment Basis
16 Employment Classification
17 Date of Birth
18 Gender
19 Start Date
20 Termination Date
21 Record ID
22 Employment Category
23 Employment Status
L 1)
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This screenshot shows fields 1-9. If you do not use “Addr 1” for the employee’s
personal address, you should use Addr 2, 3 4 or 5 instead as appropriate. If you do
not know, you may need to inspect the result later.

i Export Data @

Click the MYDE Fields in the order that you wish to export them.

Export Fields MYOB Fields Export Order

LA et Namea: - Co./Last Name: Faatr 7 a
Fawf Nama: First Name: s
Lz i * Card ID: a7
Land Shafem Card Status: Fatd s
At P -Lgwe 7 Addr1 - Line 1: FRatr s

-l St -Line 2: FRatrE

Sl 3 -Line 3: Faa T

-l o -Line 4: FRatrE

-Gt | - City: Fialt G |

[* = Required Field for an MYOB Import)
(* = Conditional Field: Must have one or more fields for an MYOB Import)

?/ Cancel | Unmatch Al Match All | | o Expot ! |
Help F1

This screenshot shows fields 10-14 using “Addr 1”:

I Export Data %]

Click the MYOB Fields in the order that you wish to export them.

Export Fields MYOB Fields Export Order

Lo A et Nama: - - State: Faadd 1 A
FanfNama: - Postcode: Akt 77
Cand 100 “Couty: Fisk 1.7 _
Eand Shafn -Phone # 1: At 17
Aot 7L 7 - Phone # 2:

-l A - Phone # 3:

-l 3 -Fax #:

Lo - Email: Faatd 74

-Gt | W Rd

(* = Required Field for an MYOB Import)
(" = Conditional Field: Must have one or more fields for an MYOB Import)

’7/ Cancel |  Unmatchal Match Al o Ewport
Help F1
090,
g ® Page 3 of 8
¢ enableHR 9




TECHNOLOGY
l 25 September 2012

This screenshot shows Fields 15-20. These fields appear towards the bottom of the
list, after Addr1 - Addrb5.

i Export Data 3

Click the MYOB Fields in the order that you wish to export them.

MYOB Fields Export Order
LaAdasi NMama: - Account Name 3: a
Favd Nama: Employment Basis: Rt 1E
Land i Payment Method:
Land Shafm Employment Classification: it 7E
Aot 7 -Lagw F- Date of Birth: g 1T
L 2t Gender: Fate 18
L 3 Start Date: FRkf 79 _I
L Termination Date: FRats
- LRy ﬂ Pay Basis: ﬂ

[* = Required Field for an MYOB Import)
(* = Conditional Field: Must have one or more fields for an MYOB Import)

? ancel | unmatch A" Match A" , ............. Expon ............. I

Help F1

Fields 21-23 are on the last page of fields:

i Export Data 8]

Click the MYOB Fields in the order that you wish to export them.

Export Fields MYOB Fields Export Order
EnAdasi Nama - Default Category: -
Lt Name: * Record ID: SR A7
Land i Employment Category: FRatr
Land Statme Employment Status: FRatt SF
Aot 7L 7 Terminated By:
L S Method of Termination:
Lo & Termination Reason:
-l 4 Pay Slip Delivery: 4‘
-G | Pay Slip Email -

[* = Required Field for an MYDE Import)
(* = Conditional Field: Must have one or more fields for an MYOB Import)

’-7/ Cancel |  Unmatchal Match Al
Help F1
(]
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5. When you have selected all 23 fields (exactly), click on the Export button and
save the file “EMPLOY.TXT” in a location on your computer you will remember.

Don’t forget the file contains private information. Save it in a private
place.

Save As @
Save in: I i My Computer j & o BB

‘j & 3v2 Floppy (A1)
k! < Local Disk (C:)

My Recent < CD Drive (D:)

Documents S encrypted on 'vmware-host\Shared Folders' (X:)
'L % shared Folders on 'vmware-host' (Z:)
() Shared Documents
Desktop [CDjeromy's Documents
My Documents

My Neuork File name: EMPLOY.TXT v Save
Places I _I l_l
Save as type: IText Files (. TXT) LI Cancel

6. You may check the file now to check that it contains the correct personal address
for the employ. You can skip this step.

If you open the file in Notepad (by double-clicking on the file using Explorer/My
Computer), it will look like this:

! EMPLOY.TXT - Notepad

File Edit Format View Help

/Last Name,First Name,Card ID,Card status,Addr 1 - Line 1, - Line 2, - Line
Jones Hary,EMPOOOOl N,43 Terrace Drne,,,,Box Bay, NSw, 2167, Austraha 02 9894 2484 Jones@aol.com, 0,
LonE A1an EMP00002, N, 555 Lester street,,,,Longeville, NsSw, 2447, Austraha 02 9895 6455 Al@aol. com. at
parker,Peter, EMP00003 N, 88 Hudderfield crescent,,,,B1anch\ﬂ1e NSw, 2837, Australia, 02 4945 2855, Par
smith, Sue EMPOOOO4 N, 325 Rainbow Road,,,,Toorak,vic, 3142, Austraha 03 9289 4512, smith@aol. com, 0

The employee’s address starts after the 5" comma. Do not edit the file manually. If
you have included the wrong address, you may need to start again.
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If you open the file in Excel (by opening files of type Txt), you need to read the file
as:

Step 1: Deliminated
Step 2: By Commas
Step 3: Finish

Text Import Wi

d - Step 1 of 3

The Text Wizard has determined that your data is Fixed Width.

If this is correct, choose Next, or choose the data type that best describes your data.
Original data type
Choose the file type that best describes your data:

- Characters such as commas or tabs separate each field.

- Fields are aligned in columns with spaces between each field.

Start import at row: File origin: MS-DOS (PC-8) v

Preview of file C:\Documents and Settings\jeromy\Desktop\EMPLOY.TXT.

Fo./Last Name,First Name,Caxd ID,Czxd Status,Addr 1 - Line 1,

Jenes,Mary, EMP0O0001,N, 43 Terrace Drive,,,,Box Bay,NSW,2167,Aust
Long,Alan, EMPO000Z,N, 555 Lester Street,,,,longeville, NSW, 2447, A
[Parker, Peter, EMP00003,N, 88 Hudderfield Crescent,,,,Blanchville,
Pmith, Sue, EMP0O0004,N, 325 Rainbow Road,,,,Toorak,Vic,3142, Rustral 4

w >

" This screen lets you set the delimiters your data contains. You can see
how your text is affected in the preview below.

|~ I(l! |¢>. |o) IM ]»—-

Delimiters } -
[[] Treat consecutive delimiters as one

[ semicolon Comma

[Jspace []other: D Text gualifier:

Data pres

- 2rxd ID [ard Status Rddr 1 - Line 1 N
o 00001 N 4¢3 Terrace Drive

Long 200002 N Street |
Parker 00003 N ield Cres
Erith 00004 N Rainbow Reoad v

|~
|»

[ Cancel ][ < Back ][ Next > ][ Finish ]

Text Import Wizard - Step 3 of 3
- This screen lets you select each column and set Column data format
the Data Format. ® General

‘General' converts numeric values to numbers, date (O Text
values to dates, and all remaining values to text.
QO Date:

O Do not import column (skip)

Data preview
Sepexzl bBepexz] Sepexzl
Fard ID [ard Status Rddr 1 - Line 1 N
EMP0O0001 N 4¢3 Terrace Drive
00002 N [fS5 Lester Strees |
00003 N 3 Hudderfield Cres
P00004 N B2S Rainbow Reoad v
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6. When you are satisfied the file contains the correct information, upload the
employ.txt file to enableHR.

Importing into enableHR

1. Select Import Payroll in enableHR

Example User ~

Logout

Dashboard Administration Dashboard

+Management My Profile

Account Settings

ﬁ Termination
Import Payroll

S eI
f_r?f.ef..sislﬂf‘_’ Lo HR Noticeboard

2. Select the MYOB option

Import employee information from a spreadsheet exported by MYOB.

Employees are created/updated in the current branch. Follow the import
MYOB %o select t; correct fields in employee card according to the enableHR

MYOB Import Guide.

0%,
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3. Select the file and upload it

MYOB Import

To import or update employee details from versions of MYOB with payroll:

a. Review the Guide MYOB and enableHR Integration Guide as it provides the steps you need to
perform in MYOB

b. Perform the Employee Card Export in MYOB
c. Upload the spreadsheet below
Step 1: Export the spreadsheet from MYOB

Follow the guide to create the spreadsheet and save it to your computer.

Step 2: Upload the spreadsheet to enableHR

Select the MYOB spreadsheet that contag
MYOB spreadsheet:* | Choose File | No file chosen

employee details, then click Upload.

Upload Cancel

Step 3: Verify spreadsheet...

After clicking Upload, this system will verify that the data is okay and ask you to double-check it.
There is no risk of altering existing information accidentally at this point.

4. Verify that it looks okay and proceed to import. It will highlight errors if the

columns appear to be incorrect.
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