HOW TO CREATE EXPORT FILES

Available keywords and how to enter them correctly:  
There are a number of keywords available to you to be able to create a report dynamically, which will meet your needs. Below is a list of “keywords” that generate specific information. In order for your report to be generated accurately, there are a few steps that are required. Certain keywords require special entries or formatting. If you fail to enter the appropriate information, the data may not display or print accordingly. 

There are two very important steps to follow that pertain to every single keyword.

1) ALL the keywords MUST begin with an asteriks (*) without exception, followed by the word with no spaces in between.

2) ALL the keywords MUST be entered into the Field-Value fill-in box on the Export File Maintenance program that is located under the C/P directory and then under the Maintenance directory on the menu.

Instructions 1 and 2 must be followed for all the keywords or the program will ignore the value and the results of the report will be incorrect. Below is a listing of any further formatting or special entry requirements that apply to individual keywords:

KEYWORDS THAT MAY REQUIRE SPECIAL FORMATTING:  
*EBD=  
- Earnings, Benefits and Deductions

This is the most essential keyword available to you. It is used to obtain information pertaining to employees that will gather and accumulate data for numeric output. This collection of numeric data is further used to display dollar amounts or accumulated totals. The keyword must be entered exactly as shown above to properly generate the requested EBD numbers that will follow.

The first entry that is required is in the Field Value fill-in box. You must enter the keyword followed by a , (comma) delimited list if there is more than one EBD entry.

Ex: Field Value:

      *EBD=101,601,723,900

(The above entry will try to locate multiple EBD numbers that are associated with each employee and output the data located. Make sure that a , (comma) delimiter is placed between each value and that no spaces are left in between. If no match is made, the output will depend on the Field Format value that you have entered which may be an insertion of zeros instead)

Field Value:

*EBD=101

(The above entry will try to locate a single EBD number that is associated with each employee and output the data located. Again, if there is no match made, the output will depend on the Field Format Value you have entered)

The second entry that is required is in the Field Format fill-in box. 

If you want to display a number without printing the decimal between the dollars and cents, you must enter your values in this manner in the Field Format fill-in box. A , (comma) delimiter must be placed between each value with no spaces in between.

*,100,999999-

- The * will relate to the program that you want the decimals to be eliminated.

- The program will multiply the original value by 100 and format it with your entry 

   which in this example is 999999-  

- (the minus (-) sign will add a minus sign next to negative value

Ex: Database Value: 101.24

          Field Format: *,100,99999999-

         Output Value: 00010124     

Ex: Database Value (1): -500.00

      Database Value (2): 623.24

                Field Format: *,100,9999999-

          Output Value (1): 0050000-

          Output Value (2): 0062324
You may also choose to eliminate all numbers after the decimal point and just have a rounded number. In this case you would not enter the *,100 before the numeric formatting entry.

Ex: Database Value: 101.24

                     Field Format: 99999999-

                    Output Value: 00000101

To print the decimal point:

Ex: Database Value: 101.24

Field Format: 999999.99-

                    Output Value: 000101.24 


** The choice of your entry depends on the data output required for your report **

*marital-status  

- Employee marital status: [S]ingle [M]arried

Our database has been setup to regard this as a logical field that can provide you with an option for the printout value. In order to specify exactly what value you would like printed on your report, you MUST enter a sequence of two choices in the Field Format as instructed below and these two values must be separated by the , (comma) delimiter. 

Ex: If you want S for single or M for married to show on your report, in the Field Format fill-in, you must enter:

S,M

You must not leave spaces between the values and the order must be exactly as specified or the results will be unsatisfactory.

Ex: If you want N for not married and Y for married to show up on your report, in the Field Format fill-in, you must enter:

N,Y

Again, spaces must not be left between the values and the order must be exactly as shown above.

*In all instances, the first value is for non-married status and the second value is for married status. The program will make the appropriate match in the database* 

*sex

- Employee Gender

The database has also been setup to regard this as a logical field. You MUST enter a sequence of two choices in the Field Format as instructed below and these two values must be separated by the , (comma) delimiter. 

Ex: If you want M for male and F for female to show on your report, in the Field Format fill-in, you must enter:

M,F

You must not leave spaces between the values and the order must be exactly as specified or the results will be unsatisfactory.

*postal-code 

- To be used by Canadian payroll clients

- Field Length is required

This keyword will generate information according to what you have entered in the Field Length fill-in box and the Field Format fill-in box. The information in the database may have been saved with six characters (H3H1H1) or seven characters (H3H 1H1). A space between values is considered a character by our development software.

Depending on what you would like to see on your report, the following examples will provide you with the necessary formatting procedures.

If you want your postal code to display six characters, you must proceed as follows to eliminate the space in between the first and last three characters and bring them together:

Ex: Database Value: H3H 1H1

 Field Length: 006

Output Value:
H3H1H1 

If you neglect to enter a Field Length value, the output will be the default value that resides in the database that in this case holds seven characters, including the space. 

If you want your postal code to display seven characters, you must proceed as follows to force a space in between the first and last three characters:

Ex: Database Value: H3H1H1

Field Length: 007

         Output Value: H3H 1H1

Once again, if you neglect to enter a Field Length value, the output will be the default value that resides in the database that in this case holds six characters, including the space.

If there is no information stored in the database and there is a Field Length, the output will insert empty spaces instead.

*hours-worked 

- Number of hours worked for this detail line.

- Field Format value required.

This collection of numeric data is used to display the hours an employee has incurred during this pay period. The database stores the value with three numeric values after the decimal:

Ex: Database Value: 12.8794

The following are examples of formatting that you may find useful to you:

Ex: Database Value: 12.8794

Field Format: *,100,999999-


         Output Value: 001288

(The above example will round off the numbers, eliminate the decimal point and insert zeros in spaces where there are no numbers available)

You may also choose to eliminate all numbers after the decimal point and just have a rounded number. In this case you would not enter the *,100 before the numeric formatting entry.

Ex: Database Value: 12.8794

Field Format: 999999-

         Output Value: 000013

(The above example will round off the numbers and only display the numbers before the decimal point. It will also insert zeros in spaces where there are no numbers available)

To print the decimal point:

Ex: Database Value: 12.8794

Field Format: 999999.99-

         Output Value: 000012.88 


(The above example will round off the decimal values and display two numbers after the decimal point. It will also insert zeros in spaces where there are no numbers available)

*current-week


- The value associated with the current pay period week. An example of this would be:



2003020

This keyword has the option of being formatted to be able to extract one, a few or all characters from the value. In the Field Format, you can relate at what position to start at within the string and how many characters you want retrieved. The formatting for this requires two numbers separated by a comma delimiter with no spaces in between.

Example: If you enter 1,3 into the Field Format, you will start at character one and extract three characters. The output value ( 200

Example One: 

Field Format: 4,2


	The first number in the field, number 4, signifies that you want to start at the fourth character which in this case is number 3.


     

 2003060


	The second number in the field, number 2, signifies how many characters you want retrieved starting with the one in position 4. In this case the output is: 30               

 


          2003060


Example Two:



Field Format: 6,2

	The first number in the field, number 6, signifies that you want to start at the sixth character which in this case is number 6.


 2003060


	The second number in the field, number 2, signifies how many characters you want retrieved starting with the one in position 6. In this case the output is: 60               

 


         2003060


** The choice of your entry depends on the data output required for your report. **

KEYWORDS AVAILABLE TO SKIP SINGLE OR MULTIPLE LINES:  
*skip-line 

- Keyword used to skip lines

- Number of lines skipped will be determined by Field Format value

- Field Format must contain a value > 0

*crlf

- Carriage Return/Line Feed

- Skips/returns to the next line

- Field Length can be left at zero (0) and Field Format can be left blank

KEYWORDS TO OUTPUT DATES AND THEIR FORMATTING:
The specific formatting requirements are the same for all the following date keywords and must be applied in order for the report to print properly as follows:

- Field Length and Field Format fill-in boxes must contain data

- Field Format fill-in must have a value entered from the choices that are listed below:

	MMDDYY
	YYMMDD
	MM-DD-YY
	YY-MM-DD

	DDMMYY
	YYDDMM
	DD-MM-YY
	YY-DD-MM

	MMDDYYYY
	YYYYMMDD
	MM-DD-YYYY
	YYYY-MM-DD

	DDMMYYYY
	YYYYDDMM
	DD-MM-YYYY
	YYYY-DD-MM


**If the Field Length fill in box holds a value and there is no data in the database, the report   

    will print zeros (0) in place of the amount of designated spaces**

Ex: Field Length = 6 and Database has no data: 000000

KEYWORDS AVAILABLE FOR THIS FORMATTING:
*create-date


- Date that the cheque/check was created (today’s date will be applied).

*current-week-date


- The date associated with the current pay period

*birth-date

- Employee’s date of birth

*start-date


- Employee’s starting date of employment

*senior-date


- Seniority date
*chq-date


- Date on cheque/check

*date-cleared       

- Date that the check was cleared


*per-start


- Period begin date


*per-end


- Period end date

Special Formatted Dates:


*misc-date=


(this keyword works with an array value in the database of 20 possible entries)



- Miscellaneous date to be printed



- For this keyword the required fields to be filled are:




field-length




field-value




field-format


When entering the information for this keyword, the entry for the field-value is as follows:



*misc-date=01  (The numeric value after the keyword can range from 01-20)


Field length and field-format are treated in the same manner as the other dates.



*year


- Fiscal year



This key word requires an entry only in the field-format. The entry must be as follows:



Field-Format = YY




This will generate only the last two digits of the year -( 03



Field-Format = YYYY




This will generate the full year -( 2003

KEYWORDS TO OUTPUT TEXT AND THEIR FORMATTING:
The keywords listed below all follow the same setup procedures. The only value that may be relevant is the Field Length. If you enter a value into the Field Length fill-in and there is no data in the database, the print out will insert blank spaces according to the Field Length value. If the Field Length is set at 000, no blanks will be inserted. Whether you enter a Field Length value or not depends on the requirements of your printout. There is no Field Format value required for these keywords.

*sin


- Social Insurance Number
- To be used by Canadian payroll clients

*ssn


- Social Security Number
- To be used by U.S. payroll clients

*full-name


- Last and first names of an employee

*last-name

- Last name

*address-1 


- Employee primary address
*address-2

- Employee secondary address

*initials

- Employee initials

*eoe-code

- Equal Opportunity Employee Code

*province 


- Employee province of residence

- To be used by Canadian payroll clients

*province-worked 


- Employee province that he/she worked in


- To be used by Canadian payroll clients

*state


- Employee state of residence

- To be used by U.S payroll clients

*employee-number

- Employee number


*misc= 

(this keyword works with an array value in the database of 30 possible entries)

When entering the information for this keyword, the entry for the field-value is as follows:



*misc=01  (The numeric value after the keyword can range from 01-30)


KEYWORDS TO OUTPUT NUMBERS AND THEIR FORMATTING:
The keywords listed below all print out numeric data and may require data to be entered into the Field Format fill-in depending on the requirements of your report. 

The formatting for inserting zeros in the place of missing data must be entered with the numeric value of the number 9.

Ex: Field Format = 99 will generate 00 in the place of missing data.

Ex: Field Format = 9999 will generate 0000 in the place of missing data.
If the Field Format fill-in holds a value and there is no data in the database, zeros will be inserted on the report in accordance to the value in the Field Format.

Ex: If the Field Format has a value of 999 and there is no data in the database, the report insert zeros and will print out:

000
In the same manner, when there is data in the database but the value in the Field Format is larger, the report will insert zeros in the extra spaces, to the left.

Ex: Field Format = 999999 and the database holds a value of 25:

000025
KEYWORDS AVAILABLE FOR THIS FORMATTING:
*children


- The number of children the employee has

*telephone-1 


- Employee primary telephone

*telephone-2 

- Employee secondary telephone

*zip-code 

- To be used by U.S payroll clients

*week-number


- The week number associated with the cheque/check

*chq-nbr

- Cheque/Check number

*detail-count      

- Calculates and prints the number of detail records

- Field Length and Field Format fill-in boxes must hold data

Ex: Field Length -> 006

Ex: Field Format -> 999999

Print results for 9 records: 000009

KEYWORDS TO OUTPUT DOLLAR VALUES AND THEIR FORMATTING:
These keywords print out dollar values and may require data to be entered into the Field Format fill-in depending on the preferred output of your report. The formatting is similar to the ‘*EBD=’ keyword.

*,100,999999-

- The * will relate to the program that you want the decimal eliminated.

- The value is multiplied by 100 and formatted by your entry which in this example is 999999-  

- (the minus (-) sign will add a minus sign next to negative value

Ex: Database Value: 101.24     Field Format: *,100,99999999-     Output Value: 00010124

*If you do not enter a specific format, the program will print out the database default value.*

KEYWORDS AVAILABLE:
*subject-wages 


- Subject Wages amount
*taxable-sui

           - Taxable SUI amount


*taxable-federal


- Taxable Federal amount
*taxable-fed-benefits 


- Taxable Federal benefits
*taxable-prov-benefits


- Taxable Provincial benefits
*chq-net


- Cheque/Check net amount

*insurable-earnings


- Total insurable earnings for this cheque - UIC

*pensionable-earnings


- Total pensionable earnings for this cheque (for CPP/QPP) 

*taxable-fica


- Taxable FICA amount 

*taxable-futa

*taxable-medicare


- Taxable Medicare amount 

*gross-amount


- Total gross earnings included on this cheque    

*amount

- Dollar amount for this cheque/check detail

QUICK REFERENCE TO KEYWORDS:
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	*per-end
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	*per-start
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	*province-worked

	*chq-date
	*senior-date

	*chq-nbr
	*sex

	*chq-net
	*sin

	*create-date
	*skip-line

	*crlf
	*ssn

	*date-cleared
	*start-date

	*detail-count
	*state

	*ebd=
	*subject-wages

	*employee-number
	*taxable-fed-benefits

	*eoe-code
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	*full-name
	*taxable-fica

	*gross-amount
	*taxable-futa

	*hours-worked
	*taxable-medicare

	*initials
	*taxable-prov-benefits

	*insurable-earnings
	*taxable-sui

	*last-name
	*telephone-1

	*marital-status
	*telephone-2

	*misc=
	*week-number

	*misc-date=
	*year
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	*zip-code

	*current-week
	*current-week-date
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