& HRchitect

3 b b
= = o=
AL O ATTACH (PO A |

Top Tips to Streamline
Data Migration and Validation



Top Tips for Streamlining Data Migration and Validation

Data migration and validation is a critical step when
implementing new HR systems. Most systems use TEXT or CSV Most systems use
files to download and transfer data between systems. Most HR TEXT or CSV files to
personnel responsible for this data are very quick to use Excel to
review and validate this data. Excel is a very powerful tool and
when used appropriately can be your greatest asset when transfer data
performing data migrations and validations. between systems.

download and

However, Excel is also very good at formatting the data in a way
that the program thinks you want to see it - which can very often cause challenges during
system integration. Excel removes leading zeros and changes data formats to match what it
thinks you want to see. We regularly see that HR personnel will pull data reports from source HR
systems, open the source data using Excel, and then save the spreadsheet and provide this new
file to the system integrator. The system integration team takes this data, assuming it's the
master data and imports the data into the new system, along with all coding and programming
that encompasses this "expected data”. When the time comes to perform automation, and the
source file is no longer being manipulated via human interaction and being reformatted with
Excel, the source data now has the actual values: the leading zeros, a different date format, a
different number format, etc. Many times, this can cause delays in your project and confusion
amongst the team.

So here are some of the top tips to avoid Excel headaches and
streamline your data migration and validation.

A freeware tool called NOTEPAD++ is a very useful tool for review - .
. : . TIP: Consider using
and editing TEXT AND CSV files. If you need to manipulate data !
or see the data in a more visual format, Excel is the way to go but tools like
TEXT IMPORT wizard to import the TEXT file into EXCEL. Follow NOTEPAD++ to
the prompts during the TEXT IMPORT. One of the key steps review and edit
before clicking “final” is in the DATA PREVIEW portion. Select all
columns and then set the COLUMN DATA FORMAT to TEXT. This
step will treat every column imported as a true TEXT
representation of your data and allow you to properly confirm
migration data.

TEXT and CSV files.
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Let's say your source data file looks something like:

EmployeelD,LAST_NAME,FIRST_NAME,HIRE_DATE,DEPARTMENTCODE,PAYROLL_FILE_NUMBER
00094292,Robinson, Troy,2010-05-01,4569,00012234
00094298,Smith,John,2017-08-01,4569,00034234
00008298,Rubble,Betty,2016-12-01,0579,00534236

You have been asked to add FLSA Status to all your existing employee records, however, your
current HR Master Source data does not currently have that value.

You as HR, retrieve a report of your data and store it in a file named empdata.csv. If you simply

double click the file, typically, Windows will see this CSV file and think you want to edit with
EXCEL and quickly launch Excel and load the file.

Here is what Excel will do with the source data from above:
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2 94292 Robinson  Troy 5/1/2010 4569 12234
3 54233 Emith John 8/1/2017 4569 34234
4 8298 Rubble Betty 12/1/2016 579 534236
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You'll see that the leading zeros have been removed and the date format has been
changed to the standard US Date format.
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HR now performs their data migration task by adding a column to the end of the data, called
FLSA_STATUS and fills in the appropriate values in Excel.

A B C D E F T o
1 |[EmployeelD LAST_MAME FIRST_MNAME HIRE_DATE DEPARTMENTCODE PAYROLL_FILE_MUMBER i FLSA_STATUS |
2 94292 Robinson  Troy 5/1/2010 4569 1223 E
3 94298 Smith John 8/1/2017 4569 34234 N
4 8298 Rubble Betty 12/1/2016 579 534236 E
3

We know the system integrator is looking for a CSV file, so we save the Excel File as CSV.

T R o h Documents > HRchitect
L ) ecen
— empdata-updated|
CSV (Comma delimited) (*.csv) - l;:‘ Save

(& OneDrive - WorkForce Software More options...

trobinson@workforcesoftware.com
® Sites - WorkForce Software Name 1 Date modified

trobinson@workforcesoftware.com

Time Sheets % 7/16/2017 %:13 AM
(‘.‘ OneDrive u empdata.csv Ch\Users\trobinson\Documents\HRchitect\ Time Sheets
ﬁfj This PC
ol

HR sends this new file to the system integrator. When the system integrator opens this file in a
tool appropriate for reviewing CSV files (for instance Notepad++) this is what they will see:

EmployeeID, LAST NWAME, FIRST NAME, HIRE DATE, DEPARTMENTCODE, PAYROLL FILE NUMBER, FLSA STATUS
94292, Rokinson, Troy, 5/1/2010,4563,12234,E

94298, 5mith, John, 8/1/2017, 4569, 34234,

8298, Rukble,Betty, 12/1/2016,579,534236,E

HR has accomplished their goal of adding FLSA_STATUS to the employee data as required, but
look at what has changed. The leading zeros are now missing and the Date format is in a
different format from the original source.
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If your integration team loads this file, when it’s time to send data to payroll, the payroll
employee ID will be missing the leading zeros that the payroll system is expecting. You must
manipulate the script that generates the payroll file to add these leading zeros back to the
payroll file number, or you’ll have to fix your HR data and then re-import the data - which
is double the level of effort on your end.

This issue can be avoided by taking a few small steps prior to loading the data into EXCEL for
manipulation. There are 2 main options to properly load the data into EXCEL.

Option 1: Copy and Paste the data into Excel

Open the csv file in a TEXT editor such as Notepad++.

Hit Ctrl + A to select ALL data, and then Ctrl + C to COPY the data to your clipboard.
Next launch Excel.

On the HOME tab of Excel there is a PASTE button. Don't click on that just yet — you
want to click on a subset of that menu.

There is a small triangle at the bottom of that box that provides "PASTE OPTIONS".
Select that triangle and then select “USE TEXT IMPORT WIZARD".
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7. A three-step process dialog box will launch. Follow the directions.
a. Choose the type of file you are loading. In this scenario, Delimited is the best
option.
b. Click Next.
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Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Mext, or choose the data type that Tribes your data,
CTigiTaruata (Tpe

Choose the file

est describes your data:

- Characters such as commas or tabs separate each field.
() Fixed width

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

Start import at row: |1 > File origin: | Windows [AMSI)

|:| My data has headers.

Preview of selected data:

s

1 EmployeeID, LAST NAME,FIRST NAME, HIRE DATE, DEPARTMENTCODE, DAYROLL FILE NUM A
|z hoog4z9z, Robinson, Troy, 2010-05-01, 4569, 00012234

0094298, Smith, John, 2017-08-01, 4563, 00034234

l4 lioooazse, aubkle, Batty, 2016-12-01, 0579, 00534236

v
<

Cancel < Back Einish

¢. Choose the Delimiter (the thing that separates the columns of data from each

other). Most systems will use a COMMA. Some will use a Semi-Colon. Some will

use a PIPE character (OTHER). For this example, select COMMA and de-select any
other options.

d. Click Next.

Text Import Wizard - Step 2 of 3

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

Delimiters

1ab

|:| Semicolon

el

Jext qualifier: |- ~
[ space

Teat consecutive delimiters as one

|:| Other:

Data preview %

ErployeelD ST NAaME [FIRST NAME HIRE DATE

EFARTMENTCODE [PAYRQLL FILE | -~
0054232 obinson roy 010-05-01 B5&5
0054258 mith ohn 017-08-01 M5&5
a0ogzee ubble ettty 0l&e-12-01 0575
w
£ >
Cancel < Back Einizsh
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e. This is the critical step in the process. Treat every column as TEXT, and not
GENERAL OR DATE. TEXT will keep the original format of the data as it was in
your original SOURCE file.

i. In the Data Preview Section, hold your SHIFT KEY AND SELECT EVERY
COLUMN IN THE IMPORT. Scroll over to make sure every column is

selected.
ii. Atthe top, for COLUMN DATA FORMAT, select TEXT.
f.  Click FINISH.
Text Import Wizard - Step 3 of 3 ? x>

e R S asibicba i eR-Eakig N and set the Data Format.,

Column data format /
D General .
@ W General’ converts numeric values to numbers, date values to dates, and

H Il remaining values to text.
O pate: | MDY v Advanced...

D Do not import column (skip)
All Columns Selected ]

Data preview

LL_FILE NUME[Q

Cancel < Back Mext =

The result will be that the data maintains the SOURCE data format, with leading zeros and
the correct date format.

A B C D E F

1 |EmployeelD LAST NAME FIRST NAME HIRE_DATE DEPARTMENTCODE PAYROLL FILE_ NUMBER
2 [00094292  Robinson  Troy 2010-05-01 2569 ‘00012234

3 [oo094a298  smith John 2017-08-01 2569 ‘00034234

4 [oo008298  Rubble Betty 2016-12-01 0579 ‘00534236

LR
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Option 2: Use the DATA Options tab in EXCEL

1.  From the Data tab of EXCEL, click From TEXT/CSV.

Home Insert Page Layout Farmula awim View @ Tell me what you want to do

E

' = ries & Connections ) Y Clear

. Properties . Reapply
om From Table/ Recent Existing gfres) Z| Sert Filter Text
Web Range Sources Connections fAll- Edit Links Vo Advanced | copy
(3¢t & Transform Data Queries & Connections Sort & Filter
Al -
A B B F G H 1 K L
1 4
2 4
3 4
4 4
5 4
6 4
? |
8 4
9 4
10|
2. Select the file to Import.
Import Data
L « Users » trobinson » Documents » HRchitect » v O Search HRchitect
Organize + MNew folder ==« [
Attachments ~ # MName Date modified Type Size
Customers _Time Sheets 7/16/2017 9:13AM  File folder
[ This PC @ empdata 3/8/2018 10:15 AM Microsoft Excel C... TKB
[ Desktop = Emprataup Ype: Microsoft Excel Comma Separated Values File Microsoft Excel C.. ke
D b =] empdata-upd-Siz% 219 bytes Microsoft Excel C... TKEB
%= Documents L R PR ) i
5] empdata-up DateXnodified: 3/8/2018 10:15 AM Microsoft Excel C... 1KB
; Downloads
J‘! Music
&=/ Pictures
m Videos
‘im Local Disk (C:)
= Workforce (W:)
d Metwork W
File name: | empdata \/ Text Files
Tools - Cancel

The next prompt will display sample data to be imported.

Change this value to ‘Do not detect data types’.
Click EDIT.

o v AW
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empdata.csv
File Origin Delimiter Data Type Detection
[ 1252: Westem European (Windows) - | [ Comma - | [ Based on first 200 rows E &
EmployeelD LAST_NAME FIRST_NAME HIRE_DATE DEPARTMENTCODE CD i
i Based on entire dataset
24282  Robinson Troy 5/1/2010 456
Do not detect data types |
94298 | Smith John 8/1/2017 456] e
8298 | Rubble Betty 12/1/2016 579 534236 /
[ loaa [-] Edit Cancel

7.
8. Click Close&Load button.

In the next screen, there is an option to Use First Row as Headers. Click this option.

| &+ 5 | empdata (4) - Query Editor
h Home Transform Add Column

View
a2t [ Properties % TN A ) H
== £ 7 aovancea Edttor x HH HH il i
Choose  Remove Keep Remove Split

Refresh
Preview - ] Manage =

Query

Columns ~ Columns~  Rows = Rows ™
Manage Columns Reduce Rows  Sort

[™] use First Row as Headers ~

Transform

> . |#B column1 M E”Abc Column3 E”'\nc Columnd E”Anc Columns E”Anc Columné E“
g | 1 |Employeeid LAST_NAME T_NAME HIRE_DATE DEPARTMENTCODE  PAYROLL FILE_NUMBER
5 || 2 |ooo9aze2 Robinson Troy 2010-05-01 4569 00012234
S 73 |ooosa2s8 Smith John 2017 4569 00034234

[ "2 |oo00s28 Rubble Betty 20161201 00534235

E= Merge Queries =
= Append Queries
Combine Files

Combine

E!

Manage  Data source
Parameters = settings

Parameters  Data Sources

[ Mew Source =
[ Recent Sources -

New Query
Query Settings

4 PROPERTIES

Name

[ empaata (4)

Al Properties

4 APPLIED STEPS

Source

X Change Type

- |000394292 Robinson Troy
- |00094258 Smith John
00008298 Rubble Betty

2010-05-01 4569
2017-08-01 4569
2016-12-01 0573

00012234
00034234
00524236 |
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Following either of these 2 very simple processes will allow your HR team to properly review the
HR Master Source Data and if necessary, perform any data manipulation necessary for migration
without losing the original formatting from the source.

As you can see, data migration and validation is complex and is a major undertaking. The
experts at HRchitect have helped hundreds of clients with similar projects and can streamline
the process for your HR team. We not only have years of experience guiding clients to the
system that's right for their organization, we also have years of experience implementing HCM
systems and optimizing the HCM systems our clients are using. In addition, our change
management experts help to ensure that your organization adopts and gets the most from your
new technology to ensure the investment was worthwhile and will add value to your
organization. Contact us before you begin your next HR technology project.

About the Author

Troy Robinson has more than 20 years of experience working in the HCM
technology space. He is a Senior Consultant at HRchitect, where he leverages
his unique experience as both a consultant and end user of HCM systems to
lead clients through successful workforce management system
implementations.

About € HRchitect

The world of Human Capital Management (HCM) is constantly changing. Organizations fight the
war on attracting and retaining top talent, while HCM vendors rapidly innovate to meet the
need. The result is a seemingly endless array of choices, with no clear fit for your unique
business. Are you prepared to start a new HCM technology initiative without an expert by your
side?

HRchitect offers you relief from this volatile situation by pairing your company with experts who
work alongside your team to build a roadmap for your HCM technology, select a new or
replacement system, implement and integrate your new HCM technology, provide ongoing
support and everything in between.

Over the past two decades, we've helped thousands of organizations around the globe get the
most out of their HCM technology. Visit HRchitect.com to learn more about our HCM
technology consulting offerings and how we can help your organization get the most out of
your system investments.
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