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Recommended Flow for Import
1. Import Departments using Import Template

2. Import Areas using Import Template 

3. Import Calendar & Calendar Entries

4. Import Insurances

5. Import Employees 

6. Adjust the Absence Type Settings

7. Create Employment Term Templates

8. Import Employment Terms using Import Template

9. Import Wages

10. Import Skills and Skill Grades

11. Import Job Profiles

12. Import Equipment



Creating Import Templates
Each Import Template can be generated directly from the system. To do so, please 

open:

1. Settings > Data Management

2. Click on „Templates for Data Import“ 

3. A new window will open. Select the record type (entity) which you would like 

to import and click on „Download“.



Prepare Import Templates

In a nutshell
After downloading the import template, an Excel file will open.

1. Fill the table with the required data  (see specific 

instructions for each import template).

2. Once you have filled the import template, save the 

changes on your local device.



Upload Import Templates
Option 1

Once all necessary data is in the template, you can start the import. Please open:

1. Settings> Data Management> Imports

2. Click on „Import Data“

3. A new Dialog opens. Select the finalized Excel File and click „Next“. Select „No“ for „Allow Duplicates“ and select the 

owner for the imported records. Then click on „Submit“ and then on „Finish“. The import will start automatically.



Data import Option 1



Upload Import Templates
Option 2

There is a second option to upload the import templates. You can import them directly within the entity using excel 

import.

For example choose the employee entity on the left side in the HR Hub.

1. Click on „Import to excel“ in the ribbon

2. A new dialog opens on the right hand side. You can now upload the template. (In our example you can now upload 

the employee – template.) Click on Next and the import starts automatically.



Data import Option 2



Data import Option 2

This option allows to exclude certain 

lookup connections.

e.g. During the first import of 

employee data no Manager 

information is available.

With the second import this field can 

then be imported)

To avoid duplicates please do not 

import the same document twice but 

export the existing data and fill the 

information on the second form. 

(Reason are the technical names in the 

columns A-C, they are empty  during 

the first import)



Export to Excel
In some steps it is required to use the existing data records. All existing records can 

be exported to Excel. Open the data list you would like to export and click on 

„Export to Excel“.

Note that using the Export to Excel option will export the data only for that view. If 

you need to export specific data set please see next page - Updating and 

Supplementing Data sets.

Select „Static Worksheet“ to download the data. The required information can now 

be used further using the copy function. 



Updating and 
Supplementing Data sets
To update existing records, open the advanced search 

(funnel icon in the navigation bar) and select the 

record type (entity) you want to update. Add any 

columns you want to update or fill. Then click on 

"Results". (Alternative is using Excel Online)



Updating and Supplementing Data 
sets
Click on "Export employees" and select the static table.

Now you can make the changes to the data records. If 

you want to add new data records at the same time, 

simply add them to the next line. Make sure that the 

table formatting includes every record you want to 

import.



Important when importing DATE fields

Due to a known Microsoft error, the following procedure is mandatory 

for importing date fields.

Before you start importing a date field (e.g. calendar entries), you must 

change the format to "English (United States)" in the options under 

Formats in your CRM settings (to the right of the user name).

Otherwise the import will not take place in the correct date format (day 

and month will be swapped). 



Deleting generated data records
You can delete records created during an import by selecting the 

import and clicking the arrow next to Delete. There you can select 

to delete all records created during the import.


