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Overview 
This document contains instructions to create the Staff UID data extract from your HR/Payroll system 
that will be loaded into Staff UID.  All LEAs and Charter Schools will need this file in order to 
complete the Hands-on training exercise during the Staff UID training sessions.  
 
If you have any questions about the process of creating or locating this file, please contact:  

• NC DPI Service Desk at dpi.incidents@its.nc.gov or 919-807-4357 
 
Sartox Vendor Files 

 
SunPac 6.08.01 (or later) 
• Version 6.08.06 includes the following updates:  

• The ability to import the file of assigned CEDARS Staff IDs into the SunPac payroll 
system and save the assigned IDs.   

• The ability to extract the assigned Staff IDs from the SunPac payroll system and include 
them in the UID Staff file when it is generated during month-end processing 

 
• To create the CEDARS staff file and copy it to a PC, perform the following steps: 

• Go to Payroll Main Menu 
• Go to Option #36 Import/Export Menu 

                                  
• Go to Option #46 Export CEDARS File.  The Export CEDARS File screen is displayed.  
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• Fill in the parameters on the Export CEDARS File screen. 

 Enter Fiscal Pay Period to Process………. 01 (or appropriate pay period) 
 Move Export File To PC Now (Y/N)?........ Y 
 Enter Destination For Exported PC File… C:\SFFIN____________ 

• Run the export.  The UID Staff file, named UIDStaffYYPP.txt, where YY=fiscal year 
and PP=fiscal pay period, is copied to the C:\SSFIN directory on the PC that initiated 
the export.    

 
 
Below is a table that lists the Month and Pay Period associated with each month 
 
 

Month Pay Period 

July 01 
August 02 
September 03 
October 04 
November 05 
December 06 
January 07 
February 08 
March 09 
April 10 
May 11 
June 12 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



EMS-ISIS Vendor Files 
 
Instructions for LEAs on creating the CEDARS Staff File from ISIS Payroll.  

• The ISIS software version is Version 5.70 (or later) for LEAs (AS400 platform).  Version 5.70 
includes the following updates:  

• The ability to store more than one race/ethnicity code   
• Changed the Export CEDARS/UID file function from GL to Payroll 
• The CEDARS Staff file name has been changed to UIDStaffYYPP.txt (where 

YY=fiscal year and PP=fiscal pay period 
 

• Steps for Creating an updated ISIS Data File (For LEAs)  
• Sign onto PAYROLL, year 0. 
• Menu option 99 opens the Utilities Menu. 
• Option 26 = Export CEDAR/UID File 

 
• Enter the CALENDAR month and press F10.  (No matter what you enter for 

CALENDAR, you will receive the most recent payroll file.) 
• The file (UIDStaffYYPP.txt) is automatically dropped to the root C:\ via FTP -users do 

not have options for placing elsewhere 
 

 
 

3 
 



Instructions for Charter Schools on creating the CEDARS Staff File from ISIS Payroll.  
• The latest release of the ISIS software (GL - 5.03 or later) and (Payroll - 5.00 or later) will 

include the unique CEDARS staff IDs in the CEDARS staff file that is generated by the payroll 
system. 
 

• Steps for Creating an updated ISIS Data File (For Charter Schools) 
1. Sign into their FY 10 General Ledger system 
2. Select the State Reporting Option 

                                        
 

3. Select the ‘Staff File’ Option - this will create the CEDARS file and move it to the 
location where the file was last saved with the file name of UIDSTAFFYYPP.txt 

 YY =  fiscal year  
 PP = pay period 

4. The user has a choice of where to save these files; however the default is to the root C:\ 
drive.  
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How do I upload the staff data file to UID? 
  
After the Staff UID file has been copied to a location where the Staff UID User is able to access it, the 
Staff UID user will upload the file into the Staff UID system. 
 
The correct parameters on the “Upload Batch” screen must be set for the file to upload successfully.  
 
LEAs and Charter Schools that use the SunPac or ISIS payroll systems should set the file upload 
parameters as indicated in the screen shot below. 

o Template: eScholar Uniq-ID for Staff 2.0 Template 
o Field Delimiter: FIXED 
o Field Qualifier: leave blank 
o Ignore First Row: NO 

 
Please see the “Upload Batch’ screen shot below that includes the appropriate upload parameters for 
all LEAs and Charter Schools.   
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