
 

 

 

 

 
 
 
 
 
 
 
 

PayChoice Online Import Guide 
 

The following guide will walk users through the process of importing specifically formatted .txt or .csv file into 
PayChoice Online (for .txt and .csv import specs, access the Import Pay Data link under the Payroll link on 
your PayChoice Online main menu).  The import process not only saves time but also reduces the possibility 
of keystroke errors. 
 

1. Prepare PayChoice Online for the data import by confirming your data has been refreshed (this 
can usually be done by confirming that your pay period dates are correct on the “Welcome” 
screen) and then by performing any required employee maintenance under the Employees 
section from the main menu. 

 
2. Once that is done, click the Payroll link on the main menu.  

 

 
 

 



 

 

 

 

 

 
 

 
 

 
 

 

 
 

 
3. Under the Payroll link that expands out from your main menu, click on the Pay Grid link. 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 



 

 

 

 

 

 
 

 
 

 
 

 

 
 

 
4. When the Pay Grid opens, click the Pay All link at the top of the Pay Grid to generate pay for 

salaried employees.  Once that is done, click the Save These Pay Changes button at the top of 

the screen, then click Back to Menu arrow to return to the main menu. 
 

 
 

5. From the PayChoice Online main menu, click on the Import Pay Data link to begin the import 

process. 

 

 



 

 

 

 

 

 
 

 
 

 
 

 

 

 
6. Once you are at the Import Pay Data screen, you have the ability to browse to your specifically 

formatted .txt or .csv file to import into PayChoice Online.  Click the Browse button to locate your 
import file.  Once located, highlight the file and click the Open button.  This will bring you back to 
the Import Pay Data screen as shown below.  Then click the Upload File button.   

 

 
  
 

This will initiate the import process.  When the file has successfully imported, you will see the screen 
below: 

 

 
The word Completed at the end of all four steps indicates that the file imported successfully.  You 
can now click the Continue button and proceed to the step 7.  If the file does not import successfully 
for any reason, you will see the following screen: 

 

 



 

 

 

 

 
 
 
 
 
 
 
 
 
 

  
The red message on the previous page indicates that an error occurred on the previous step, in this 
case, step 2.  If an import file fails to import for whatever reason, it is safe to assume that nothing 
from that file has imported.  If a file fails to import, it will not import part of the information from that 
file.  To proceed, whatever is causing that import file to fail to import will need to be resolved before 
you should attempt the import process again.  By clicking the Continue button, you will be taken to a 
screen that will show you where the import file errored out.  This should be used to assist you or 
PayChoice Technical Payroll Services in correcting the issue.  Please have this information ready or 
remain on this screen if you contact PayChoice Technical Payroll Services to expedite resolution.  
Once the import file has been corrected, you can attempt to import the file again. 

 
7. Once the import file has successfully imported, make any additional payroll changes as needed 

and continue on with your normal PayChoice Online procedures as defined in the PayChoice 
Online User Manual. 


