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The data template is generated based upon the programs entered: Cash

Compensation, Benefits, Estimated Tax Savings and Other Valuable

Benefits. After you have entered and finalized your programs naming conventions,

it is time to generate the data template.
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Once all Cash Compensation and Benefits programs are set up
portal, download blank data template, go to Administration

Then select Employees in the drop-down

Then click Import Employees Records link
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Employees Groups Search all employees n New Employee

Pat Employee Full Time
frankorlando@northwesternmutual.com

123463 View Print
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On the pop-up window, click Employees_Template.xlsx
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Print all Employees Records and ger
mulitiple employees’ statements in a
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Import

Impor Employees Records by downl
and filling out a personalized data ter

Export

Export Employees Records and dow
spreadsheet containing all employee
information

Clear

Delete All Employees Records and
them from your account.
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Download your personalized data template
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« Complete all required fields.

Save the blank template to your computer and use that to populate your data

fields.



