Payroll Mate Import from CSV files Columns Description
	
	Column Name
	Mandatory 
	Description

	1
	First Name
	Yes
	Alphanumeric (Max 50 characters)

	2
	Last Name
	Yes
	Alphanumeric (Max 50 characters)

	3
	Address1
	Yes
	Alphanumeric (Max 50 characters)

	4
	City
	Yes
	Alphanumeric (Max 30 characters)

	5
	State
	Yes
	Must be a valid 2 character state abbreviation

	6
	Zip Code
	Yes
	Number formatted as: (##### or #####-####)

	7
	Social Security Number
	Yes
	Number formatted as: (###-##-#### or #########)

	
	
	
	

	8
	Middle Name
	No
	Alphanumeric (Max 3 characters)

	9
	Address2
	No
	Alphanumeric (Max 50 characters)

	10
	Email
	No
	Alphanumeric (Max 50 characters)

	11
	Phone
	No
	(10 digit phone number Ex: ###-###-####)

	
	
	
	

	12
	Federal Filing Status
	No
	Must be one of the following: (“Single“, “Married“, “Head of Household“)

	13
	Federal Allowances
	No
	(Whole Number between 0 and 99)

	14
	Additional Federal Withholding
	No
	(Number)

	
	
	
	

	15
	Withholding State
	No
	Must be a valid 2 character state abbreviation

	16
	Additional State Withholding
	No
	(Number)

	
	
	
	

	17
	Pay Type
	No
	Must be one of the following: ( “Hourly“, “Salary“ )

	18
	Pay Rate
	No
	Must be one of the following: (Number greater than zero)

	19
	Pay Frequency
	No
	Must be one of the following: (“Weekly“, “Bi-Weekly“, “Semi-Monthly“,  “Monthly“ )


