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Export Data

It is possible to export data from WBS using two methods. The method used will depend on the type of data you wish

to export

a) Exporting all data from one screen

b) Exporting data from multiple screens with filters

c) Opening exported data in Microsoft® Excel

A. Exporting Data from One Screen

The steps below outline how to export data, using the File > Export data option. Using this option, it is possible to
export data from one screen at a time ONLY. It is not possible to apply queries/filter criteria to the data which will be

exported. In order to export data from multiple tables and/or apply filter criteria to the data prior to export, see section

B below.
1. Click on File
2. Click on Export
3. Click on the Add button
4. The following screen appears:-

Define Template x|

Template IDepartment

Description IEmpIu:u_l,lee D epartrerts

~File Farmat...
............................................ hap....

" Tab Delimited

Default Fath Setting :

I Changs |

v K X gancall 7 Hep |
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(@ﬁ& MNote:

Default Path Setting may be used in cases where you will be exporting data to the same file and location on a regular basis
(Steps 19 and 22 below will be by-passed if you set the path of the export file here). Click on Change button, select a location
from the Look In drop down list, key in a field name and click on Open

4. Key in a Template name (this name will appear in the templates list when you click on Export from the File
menu)
Key in a Description for the export (in the case above, Employee Departments)

6. Select a File Format. By default Comma Separated is selected. This is generally the file format which is
easiest for import to another application (such as Microsoft® Excel)

7. Click on the Map button
Click on the drop down arrow to the right of Available Tables

9. Select a screen from the drop down menu (in the case below, Master Details Master Details is also known as
Employee Details )

10. A list of fields from the screen you selected will appear on the left hand side of the screen

11. Highlight a field you want to export, use the right arrow to move the field across to the right hand side of the
screen

12. Repeat for each field you want to export

Map Fields i x|

Template:  Department Screen the export fields will be
/made available from

[
Available Tables IMaster Dietailz j

Anailable Fields Export Figldz:

Contribution Letter
Cost Centre

Drate af Birtth

Date of Leaving
Days Served
Diivizion

Ciriving Licence
EMall Addrezs
Ermplovrnent Type

Emplovee Mumber
Forenames
Surname
Department

Drate of Jaoin V\

|Jze these

el Fields which wil be bﬁ“m o
d exported change the
Fax Murnber arder of the

Full ¢ Part Time export data

Gender ﬂ
o O | X Eancell ? Help |

[« |

13. In the case above, the employee number, forename, surname, department and date of join will be exported (in
that order)

14. Click on OK

15. Click on OK
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16. This will bring you back to the Export Data dialog box

- Export Dakta B i ﬂ

Templates:
B ank il Export |
Department
M aster aF Add |
Edit
+ Delete
r ? Help

B2

17. Click on the Export Template you created above (in this case, Department)
18. Click on Export

19. The Save As dialog box appears

20. Select a location for the file to save to (e.g. Desktop or My Documents)

21. Key in a File Name (in this case, Department)

saveas 2 x|
Save I@ Deszktop LI & [ Iisig Ea-

E]My Documents
f_f My Computer
'\fJ My Metwork Places

File name:  |Department Save I
Save as type: ITe:-:t Files j Cancel |

22. Click on Save
23. Wait a few moments for WBS to complete the Export
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EE

L
1 ,} Export Complete,

24. Click on OK
25. Click on Close

B. Exporting Data (Multiple Screens/Filters)

If you want to export data from WBS including any of the options below, use the following method

a) including data from multiple screens

b) applying filter criteria prior to export

Step 1: Create a Report
1. Create a report containing the data you wish to export to MS Excel

Click on Reports (menu bar)
Click on Display Report / Graph or Create New Report
Follow the on screen instructions

Use the 'Define Search' tab to apply any filters/queries you want to apply to the report before exporting it

o A WD

Proceed to Step 2 to export the report as a text file

Step 2: Create an Export File
1. Click on File (menu bar)

Click on Export...

The Export to File dialog box appears

Click on the drop down arrow to the right of File Type.

Click on ASCII Delimited File (*.TXT)

Click on the pick list button to the right of the File Name field, a dialog box appears, navigate to the folder you

I A

want to save the file to (e.g. My Documents), key in a name for the file (e.g. Absence)

7. Click on Open
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Loak ir; Iﬁ My Documents j = I-:jg _,

)IHelp Draft
My eBooks
3?-'1\; Music
i'._'i.lMy Pictures
My PSPE Files
L Wizkime Images

File name:  |absence Open

i

Filez of type: |Delimited A5 =TT ;| Cancel

™ Open as read-only

@' Mote:

Follow file-naming conventions. Name the file by it’s related topic of the data or the date the export file was created on.

Click on OK
A message box appears informing you that the text was successfully created.

. Click on OK

Close the Shazam report. This will bring you back to the WBS Reporting dialog box. Click on Cancel and exit
WBS.

. To open the text file in Microsoft® Excel, proceed to section C below.

C. Opening Exported Files in Microsoft® Excel

N o s W=

Open Microsoft® Excel

Click on File

click on Open

Click on the drop down arrow to the right of Files of type

Select All Files

Click on the drop down arrow to the right of Look In. Navigate to the location of the file that you exported
Double click on the file name (the file will NOT have a Microsoft Excel logo at it is a text file)
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open 21|

Look in: |@ Dieskkop j = 5 | @ b @ + Todls «

1My Documents

o My Camputer : y
’-e MY i P P |Jze the Look in: drop down list b
eonLEares |ocate the file pou exported

-] Adobe Acrobat 4,0

¥ 'Wiztec Business Suite Dauble click on the

e export test file

G winzip

Under Files of Type.
zelect Al Files

File name: | j = Open |~

Files of bype:  [all Files = | Cancel |

8. A dialog box similar to below appears:-

Text Import Wizard - Step 1 of 3 [ _'?Iﬂ

The Text Wizard has determined that your data is Delimited.
IF this is correct, choose Mext, or choose the data type that best describes your data.

-Original data type
iChoose the file bype that best describes ywour data:
(+ Delimited! - Characters such as commas or tabs separate sach field,
™ Fixed width - Fields are aligned in columns with spaces between sach Fisld.

Start impaort sk pow: | 1 5‘ File origin; |'-.-'-.-'inu:||:|ws [AMST) d

Preview of file C\Documents and Settingstemilyo, . \Departments, TET,

11 |"110", "Jahn", " noMEM 08F09/1953 il
|2 [*146", "Patrick", " momEr Fas11/1999

|2 168" "Eileen" " HoMTN OL/03/1984

|4 |"208", "Lyle® " HoMEY DEF08 2002

|5 [izzn  wiEgsn, " wowmn Fos11/1967 LI
d il

Cancel | < Back | Mext = I Einish |

9. Select Delimited (if not already selected)
10. Click on Next
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This screen lets vou set the delimiters your dakta contains, You can see
how your text is affected in the presdew below,

Delimiters

[ [~ Semicolon W Comma

[ Space [ Other: I_ Text qualfier: I j‘

[T Treat consecutive delimiters as ane

Dakta preview

Lo ohn I3 pE/0871353 il
L& atrick = ESFA11713593

LE5 ileen r? pEs03/71384

EO& vle = DEs02 /2002

£ s [ ES/1171967 i

Al i
Cancel = Back | Mext = I Einish |

11. Select Comma. (Tab will be selected by default, it is not necessary to uncheck Tab)
12. Click on Next

This screen tries to determine the formatting of each column. By default MS Excel will attribute the General
formatting to all columns. However, if you are exporting the employee numbers from WBS, and these numbers
contain leading zeros, MS Excel will drop the leading zeros if the formatting remains at General (e.g. employee

number 00012 will become employee number 12).

If you wish to retain the leading zeros on the employee numbers, highlight the Employee Number column,

select Text (top right of the dialog box)
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Text Import Wizard - Step 3 of 3 a1 el |

This screen lets vou select each column and set olumn daka Format
the Data Format,

™ General

‘General conwverts numeric walues to numbers, date o+ Tewt!
values ko dates, and all remaining walues to bext,  Date: |DI‘~'1‘." _ﬂ

Advanced. ., |

™ Do not import column {skip)

~Data preview

Cencral
n&/08/1959 il

E2/117189358
D5/03719584
pz/s09/2002
E2/1171967 LI

wmqme

Cancel < Back Pk | Finish I

13. Click on Finish

= I receive a message saying that I do not have rights to export data? [have record restrictions/screen restriction]
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+

Purpose

It is possible to import data into WBS. Data may be imported into any WBS screen. This is particularly useful if you

have data stored in spreadsheets or other databases and want to import them into WBS.

Warning:

It is strongly recommended that someone with a strong IT background complete the import and the database MUST be

backed up before an import takes place

@' Note:

If you cannot see the Import option on the file menu, it is likely that you have been restricted from these menu items.
Contact the WBS administrator to alter you security settings (menu rights).

Step 1: Preparing for Import
1. If you want to import data to WBS it is advisable to backup the database first

2. Take note of the total number of employees in the database prior to the import (see status bar at the bottom of

the program window)

Step 2: Prepare the Excel Spreadsheet for Import
1. A number of conditions must be adhered to before a spreadsheet can be imported to WBS.

2. All data relating to an employee hinges on one data field, the Employee Number. Therefore any row of data,
which is imported, must have an associated Employee Number. The Employee Number MUST match the
employee number in WBS (/including leading zeros, if they exist)

3. Data can only be imported to one WBS table (screen) at a time. If the data in the spreadsheet spans WBS
tables (screens0, separate the data into different spreadsheets (ensure that you copy the employee number to
each spreadsheet you have created)

4. Take note of the column headings and their sequence

5. Delete the column headings

Step 3: Creating a CSV file for Import
1. WBS will import data from an Excel spreadsheet directly (due to multiple sheets which a workbook may

contain). The spreadsheet must be saved as a Comma Separated Value file

Click on File and Save As

Click on the drop down arrow to the right of Save as type and click on CSV (comma delimited)(*.csv)
Give the file a name

There are no restrictions on where you save the csv file to

Click on Save

Before data can be imported to WBS, the spreadsheet containing that data must be closed

® N o bk LN

Click on File and Close
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9. A Microsoft Excel message appears, click on Yes
10. The Save As dialog box appears, click on Save

11. Click on Yes, to replace existing file

Step 4: Creating an Import Script
1. Maximise WBS

2. Click on File (menu bar)
3. Click on Import Data
4, The Import Data dialog box appears
5. Click on Add button
6. In the Template field, type in the name of the import script (e.g. Increment Dates)
7. In the field, type in a description for the import script (e.g. Increment Date)
]
Template Ilncrement D ate
Description IIncrementDateI
~File Format...
Map....
* Comma Separated e
(* Tah Delimited S |
Default Path Setting |
I Change |
J’ Ok x Cancel | ? Help |
@} MNote:

Default Path Setting may be used in cases where you will be importing data from the same file and location on a regular basis

(Steps 19 and 20 below will be by-passed if you set the path of the import file here)

1. Under File Format, select Comma Separated (should be selected by default)

2. Click on Map button

3. Click on the drop down arrow to the right of Available tables and select the table you want to import data to
(e.g. Master Details)

4. Alist of available fields appears on the left hand side of the table. Add required fields to the right hand side of

the dialog box. The sequence you add the fields MUST mirror the sequence they appear in the spreadsheet
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Map Fields

Template:  Increment Date

Awailable T ables IMaster Details

Axailable Fields

E xport Figlds:

5

Erail Address
Ethnic Origin

Fawx Mumber
Forenames

Full # Part Time
Gender

Grade

Haome Page LIRL

Job Title

K.nown &g

Leave Allowance
Leawve Caried Fwd

=

5

»
=
«

=

Ernployes Mumber
Increment Date

v Ok | x;ance|| ? ﬂelpl

4|
4|

Click on OK

Click on OK
Click on OK

w o N o wn

Click on Import Rules button

Select Replace duplicates, imported fields only

10. Click on the Template Name (e.g. Addresses)

11. Click on Import button

Imports & Exports

12. Navigate to the folder where you saved the CSV file. Double click on it (¢Ais step and the next step will be

skipped if you set the Default Path Setting in the Define Template dialog box)

13. Click on Open

14. Wait a few moments while WBS imports data from the csv file

Step 5: Check

Check that the number of employees in the data base has not increased after the import (esp if you are importing data

for existing employees only)
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Errors During Importing

WBS will stop an import if data which is not compatible with the field type is being imported.  For instance if you try to
import 2,500.12 into a cost field in the Training History screen, it will generate such an error. Ensure that: -

1. All DATE fields are of the formatting DD/MM/YYYY

2. All numeric fields do not include currency symbols or commas. In the example above 2,500.12 should have

been 250012.

If WBS does generate an error, it will ask if you want to proceed with the import. Click on NO to stop any further
records being imported. Click on Yes to import the rest of the data. If you click on NO, all data prior to that record will
have been imported. It is advisable to take note of the records which caused the difficulty, remove any records prior to
that record before re-commencing the import. Otherwise you will run the risk of having duplicated records for

employees

Notes on Importing to Specific Screens

Appraisal Details Screen
The appraisal details screen is divided into a number of different tables (Appraisal History, Appraisal Assessment,

Appraisal Objectives Agreed and Appraisal Training Agreed).

If you wish to import a new appraisal record for an employee, you must also add a column to the spreadsheet for the

Appraisal ID. Otherwise the Appraisal Details will overwrite the existing appraisal record.

It is recommended that you begin the Appraisal ID number at 10000000. The ID for each individual Appraisal record

MUST be unique. Below is an example of a number of spreadsheets prior to import.

E'j Microsoft Excel - appraisal history export.txt

|@ File Edit Yiew Insert Format Tools Data indow Help

DeHagRY BRI v-|8 =54 18
E7 & =]

A B [ ¢ T & | E | F

1 | 50003 Joe Keenan 12092004 12092005 1000000

2 | 50005 Joe Keenan 120272004 12093/2005! 1000001

3 |50003 Andrew Foreman | 1306/2002 16042003 1000002

4 | a00032 Mary Browne 16072003 161072004 1000003

& | 50005 Mary Browne

In the case above employee 50009 has three appraisal histories. Each appraisal must be given a unique ID number.

Using the steps outlined above, import this data. Use a separate spreadsheet to record Appraisal Assessment. See the

example below
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“Eile Edit View Insert Format Tools Data Window Help

DeHaalRy s 2Rd| o8 a8l ilE?m -0 -|R 2 U =
C16 4| =
LA B [ e e [ = A B | c i
1150008 Joe Keenan 12/09/2003 12/09/2004 1000000 80008 12/09/2003 Punctuality 85 1000000
| 2 50003 Joe Keenan 12/09/2004 | 12/09/2005 1000001 50005 12/08/2003 | Flexibility g8 1000000
3 | 50009 Andrew Foreman 13062002 15/10/2003 1000002 s0008  12/09/2003 Teamwark 8 1000000
ESUODB Mlary Browne 16/10/2003 16/10/2004 1000003 a0002 13/06/2002 Punctuality 5] 1000002
5 iSD_DDQ Mary Browne 16/10/2004 16/10/2005 1000004 50003 13/0B/2002 Flexibility 7 1000002
| B 50003 13/06/2002 Tearmwork g 1000002
i
8
i
]

= The Appraisal Assessment spreadsheet must contain the Employee Number (exactly as it is in WBS AND as it is
in the previous appraisal history import.

=  The second spreadsheet must also contain an Employee Number and the Appraisal ID number. The Appraisal
ID number must match the ID number in the previous appraisal history import. (see column E in both of the
above spreadsheets).

= Each Appraisal Assessment must be recorded on separate row/record.

= In the case above, employee 50008 had an appraisal on the 12/09/2003. His next appraisal is due on the
12/09/2004 (this can be seen in the appraisal history spreadsheet). This employee scored 8.9 for Punctuality, 8
for Flexibility and 8 for Teamwork at this assessment (this can be seen from the appraisal assessment
spreadsheet). This appraisal has been given an ID number of 1000000.

=  Follow the steps outlined above to import this spreadsheet

Employee Details/Master Details Screen
If you are importing Holiday Schemes for employees, please note the following:-

=  The Holiday Scheme name is located in the Employee Details Screen in the Leave tab.

= Each Holiday Scheme is stored as a number/code and not as text. Click on the List tab to view the Scheme
Number for each Holiday Scheme name. In the example below, the Senior Management Scheme is coded as
746.

= When you are importing a Holiday Scheme, use the Scheme code and NOT the Scheme name

Details  List | Attachments |

i Tems Leave | Pay | Detailz | [rates
Emplavee Mumber | Scheme | Sumame
— Holiday Details 50008 746 Ryan
Gt | 20007 30 Hapes
| B0008 I3 30 Montana
» ] V46 Lucey
_|5000 30 Meehan
[Eave Carmed Fwd | 5 50011 30 Desmond
. I ) | 30 Me Carthy
50013 30 Stuart
Leave Allowance | a0 == | . -
_|B0016 30 Hanley
_| 5007 30 Cogan
RAMS AR Murnbw

Exporting Data to Re-import

Scenario
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You want to change the data in a master detail field for all/a large number of employees. Usually changing data,
requires the user to Edit the employees records and make the alteration to the required field. However, this may be a

time consuming process if you will be making the same change to all/a large number of employees.

Methodology

In this type of a situation, it is possible to export the employees data to Microsoft Excel, make the alterations in

Microsoft Excel and re-import the data. Follow the steps below:-

Example

Warning:

This should be completed by an advanced PC user or the administrator the Network/Server.

In the example below, the user wishes to change the location for all employees. At the moment, the Location field in
the Master Details screen, indicates that all employees are located in Galway. The user wants to change everyones

location to Dublin.

Step 1: Export Data
1. Click on File

Click on Export

Click on the Add button

Key in a Template Name (e.g. Location Reimport)
Key in an export Description (e.g. Location Reimport)
Click on Map

Select a screen from the Available Tables drop down list (e.g. Master Details)

® N o v s LN

Under Available fields, select Employee Number and the other fields you want to change (e.g. Location)

:f} Mote:

In any export for re-import, it is highly recommended that you select the Employee Number as one of your export fields, this

field is required as part of any import to the system.

9. Move the selected fields into the Export Fields list (right hand side of the dialog box

10. Click on OK

11. Click on OK

12. This will bring you back to the original Export Data dialog box

13. Highlight the export template you just created

14. Click on Export

15. A Save As dialog box appears. Save the file to My Documents (or other location that is convenient), give the
file a name and click on Save

16. Wait a few moments while the data is exported

17. Click on OK, when the 'Export Complete' message occurs

18. Click on Close to exit the Export Data dialog box

19. Minimise or close WBS
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Step 2: Altering Date in MS Excel

1. Open Microsoft Excel

Click on File

Click on Open

Navigate to where you saved the export file to (e.g. My Documents)
Select All Files from the Files of Type drop down list

Highlight the export file (it may have a .txt extension)

Click on Open

A Text Import Wizard appears

W e N oL A WD

Under Original Data Type, select Delimited (this may automatically be selected)
. Click on Next

[
= O

. Under Delimiters, click on comma
. Click on Next

—
w N

. Under Data Preview, highlight the Employee Number column (this should be highlighted in black)

—_
>

Under Column data format, select Text
. Click on Finish

Make any alterations that are necessary to the data (e.g. changing the Location to Dublin)

=
o u

4 Microsoft Excel - export.bxt
J File Edit Yiew Inserk Format Toc

DEES 8RRy &
B | =| Dublin
A, B C
S0005 Dublin
s0007 Dublin
50005 Dublin
50009 Dublin
50010 Dublin
50011 Dublin
a0012 Gabway 5
a0013 Gabway M

S0016 Gakway
s0017 Gakway
50019 Gakway
a00z0 Gakway
a0023 Gakway
a0024 Gakway

—————

s|lala|l || —
,_I_b_mm_‘DLCID:I"ﬂCDU‘I-b-LAJM—\

el

(ﬁ/ Note:

Do not change the employee numbers in any way

|Prior to saving it is vital that you ensure that you have deleted any header row that you may have entered|

17. When you have finished making alterations, click on File
18. Click on Save As
19. Save the file to a convenient location (e.g. My Documents)

20. Give the file a name in the File Name text box
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21. Click on Save
22. A message similar to below may appears:-

Microsoft Excel x|

impart, bxt may contain Features that are nok compatible with Text (Tab delimited) , Do you want ko kesp the
workbookin this Farmat?

(1 : .
\') + To keep this Format, which leaves out any incompatible features, dick Yes.

« To preserve the Features, click Mo, Then save a copy in the latest Excel Format,
o T se= what might be lost, click Help.

Mo Help

23. Click on Yes
24. Click on File and Exit

25. A message similar to below will appear:-

Microsoft Excel B

& Do wou wankt ko save the changes vou made to ‘impart, kxk'?

Mo | Zancel |

26. Click on No

Step 3: Re Importing Altered Data
1. Open WBS

2. Ensure that you are in the correct database (check the database name at the bottom left hand side
of the screen)
Click on File

4. Click on Import
Click on Add
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Templates;

2

Key in the import template name (e.g. Location ReImport)
Key in the import template Description (e.g. Location ReImport)
Click on Map

v o N o

Select a screen from the Available Tables drop down list

10. Select the relevant fields from the Available Fields list and move them across to the Export Fields
text box

11. Note: It is vital that you ensure that the fields are in exactly the same order as they are in the MS
Excel spreadsheet

12. Click on OK. This will bring you back to the Define Template dialog box

13. Click on OK. This will bring you back to the Import Data dialog box

14. Highlight the import you just created (e.g. Location Reimport)

15. Click on Import

16. Navigate to the location and double click on the file

17. Close the Import dialog box when the import has finished






Duration Reason

Deduct from Leave Allowance? Deduct from Service Days

%age on Cost Additional Cost Notes

Number
?Jedays E.g. Monies spent
employee Reason for the Absence days to be deducted Absence days to be deducted on hiring temp Additional Notes on the
e absence (Text from the employees leave - employee which
was Field titl t (Loaic Field from the employees service thi | Absence
absent ield) entitlement (Logic Field) is employee
) was absent
(Number
field)
3 23 Influenza FALSE FALSE
3 2 Stomach bug FALSE FALSE Employee notified supervisor
3 2 Influenza FALSE FALSE Employee notified supervisor
3 5Pre Booked Leave TRUE FALSE
ver, each absence must have a row of its own
Master Details Template
Address Date of Job Contract Contract  Full/Part
Address 2 Address 3 4 Start Date Leaving Birth date GenderTitle Division Department Location Type End Date Time WTE
Text Text Text dd/mmlyyyy dd/mm/yyyy dd/mml/yyyy Text Text Text Text Text Text dd/mmlyyyy text Numbe

How To Guide/Importing & Exporting Data



Douglas Cork Co.Cork
Cork Co.Cork

Cork Co.Cork

Carrigaline Cork Co.Cork
Ennis Co.Clare

Douglas  Cork

Glanmire Cork Co.Cork

nber, but not essentially.

ns

01/01/1996
01/01/1997
01/01/1998
01/01/1999
01/01/2000
01/01/2001

01/01/1960 Male  Grade lll Administration Human Resources Dublin
01/01/1962Male  Grade lll Administration Human Resources Dublin
01/01/1964 Male  Grade Ill Administration Human Resources Dublin
01/01/1966 Female Grade Ill Administration Human Resources Dublin
01/01/1968 Female Grade lll Administration Human Resources Dublin
01/01/1970 Female Grade Ill Administration Human Resources Dublin

01/01/2002 31/12/2003 01/01/1972 Female Grade |ll Administration Human Resources Dublin
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Permanent
Permanent
Permanent
Permanent
Contract
Contract

Full Time
Full Time
Full Time
Full Time
Part Time
Part Time

Fixed Term 31/12/2003 Part Time



