PTO Management System File Layouts
Org Administrator Flat File
1. Org Administrator Flat File Layout:  Prepare a comma delimited .csv (MS-DOS) file that lists the Penn ID of the staff being assigned the Org Administrator responsibility in column A and lists the org codes being assigned to each respective Org Administrator in columns B, C, D, etc.  See example below.  If the orgs in your school or center have leading zeros you should use a text editor such as Note Pad to prepare this file.  

To save the file:  Select File, Save As and then in the “Save as Type” field select CSV (MS-DOS) (*.csv)
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See example file below
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Initial Balances Flat File
2. Initial Balances Flat File Layout:  Prepare a comma delimited .csv (MS-DOS) file with one entry per line.  The first line of the file contains heading information and subsequent lines contain a row of data for one staff member (user).  

The heading format is:  

PennID, Supervisor, Effective Date,607,612,404,613.1
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·  pennid - The Penn ID of the staff member for which this row contains data 

·  supervisor - The Penn ID of this user's supervisor. The supervisor must either already exist in the system, or be in the same batch file, in order to be valid 

·  effective date - The date when this user should begin being managed by the system. This should always be the first of a month, and should be the date when the initial balances are valid. The format of the date is CCYYMMDD i.e. 20091201 for December 1, 2009.  
· Policy # - The initial balances for the following policies

· Policy 607 – PTO (maximum balance 24 days)

· Policy 612 – Sick Leave, grades 28 and below, (max. bal. 90 days)

· Policy 404 – Short Term Disability, grades 28 and below, (max. bal. 42 days)

· Policy 613.1 – Sick Leave, grades 29+, (max. bal. 22 days)

You should enter the number of days the staff member has for each relevant balance.  If a staff member does not have a balance for a particular column because the policy does not apply to him/her, leave the column blank.  For example, if the staff member is a grade 28, s/he would not have a balance in the column for Policy 613.1.  Balances should be entered in this file for the following Policies only:  607, 612, 404, 613.1
To save the file:  Select File, Save As and then in the “Save as Type” field select CSV (MS-DOS) (*.csv)
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Steps For Checking Initial Balances and Org Administrator Flat Files (CSV MS-DOS files) before Importing

If there are extra spaces, columns, rows in these flat files they will not load correctly.  It is difficult to see these extra spaces when opening these files with Excel.  To see if these files have extra spaces you need to open the files using Notepad.  The instructions for opening and checking the files in Notepad are as follows:

1.
Go to Start, click on All Programs, then Accessories

2. 
From Accessories click on Notepad to open program, 
3.
Click on File and then Open
4.
Locate and select the CSV MS-DOS flat file to be checked by:

· In the “Look In” field at the top of the screen, select the appropriate location of the file

· At the bottom of the screen in the “Files of type” field, select “All Files” from the drop down menu

· Click on file to be checked

5.
Open file in Notepad, click on feature to maximize screen

6.
Check for any extra spaces and delete them while file is opened in Notepad

7.
Move cursor to lower right hand part of the file (where there is no data) and left click on the mouse.

8.
The cursor will move to the last space in the file.  The cursor should appear at the very end of the last line of data, for example in the file below the cursor should appear right after the comma that comes behind 22.  If the cursor is not in this location, hit the backspace key until the cursor is in the right location.  Remember not to remove the last comma behind the last number in the file.



pennid,supervisor,effective date,607,612,404,613.1

12345678,87654321,20100101,1.25,1,22,

9.  
Hit File, then Save As 

10.
In the Save In field (at the top of the screen), select the location where you want the revised file saved.
11.
In the Save As Type field (at the bottom of the screen) select “All Files” from the drop down menu and make sure the file has the .csv extension on the file name.
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12.
Then click the Save button

13.   
The corrections you made in Notepad, if any, will be saved in the CSV MS-DOS version of the file.
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