
         NEW HIRE CSV Format – Sample Only 

 

 

 

General File Rules  

• The file must be saved with a .csv extension.  

• Each row represents one employee New Hire record.  

• All values must follow the exact field order defined above.  

• Do not include commas inside values.  

Account Number (EAN) Instructions  

• If the Account Number (EAN) contains leading zeros, you MUST format the column as 

TEXT before entering the value.  

• Enter the full 10-digit EAN including leading zeros. 

• If the employer does NOT have an Account Number, leave the field BLANK or enter 0. 

Employee Name Format (IMPORTANT) 

• Enter the employee’s name only in the following format: 

LastName / FirstName / Middle Initial 

• Middle name must be a single initial only (1 character). 

• Do NOT enter the full middle name. 

• Use slashes ( / ) exactly as shown. 

• Do not include periods, commas, or extra spaces. 

 

 

 



 

 

 

 

 


