How to Import Employees

Log in to your contractor landing page using your username and password. Click
"Manage Contractor Employees"
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Click "Import Employees”
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S Al
First Name Last Name Employee ID City
Bab McBob San Francisco
Tom Tom sacramento

Rows 1-2of 2
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Click "HERE" to download the template for bulk employee upload. Fill out the
template for all of the employees that you would like to include in the bulk upload.
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Home >  Bulk Upload Employees

Bulk Upload Employees

Bulk Upload Employees

= Indicates required

Instructions to use the Bulk Employee Upload

1. Download and complete name of excel template HERE
2. Add rows

3. Do not change headers

4. Do not add sheets

5. Do not add employees that already exists in the system
6. Attach completed spreadsheet

7. Select submit

8. Check your email for bulk upload status
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® Required - Upload
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Fill out the Excel Sheet for all of the employees whose information you are
uploading.
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1 Employee ID First Name Middle Nami Last Name SSN Street Address 1 Street Address 2 Building Name  City State Zip Classification Level
2 123 John A Doe 12345 11 This Street  Apartment 204 Oakland  CA 12345 3 Axle Flat Bed None
3 (156 Jane B Doe 12345 11 This Street Apartment 204 Dakland CA ’12345 A-Frame Trucks or Swedish Crane None
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5 Click "Required - Upload." The file name needs to be unchanged from what it
downloaded as.

1. Download and complete name of excel template HERE
2. Add rows

3. Do not change headers

4. Do not add sheets

5. Do not add employees that already exists in the system
6. Attach completed spreadsheet

7. Select submit

8. Check your email for bulk upload status
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Click "Submit." This will upload all of the inputs from your Excel file to your
employee list in the DIR platform.
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