How to create a user in SuccessFactors
using the User Data File (UDF)

If you need to know how to create a user in SuccessFactors, you can do it
in several ways. This guide covers the first method, the User Data File
(UDF). You download the user data template from the Admin Center, fill in
the user details, save the file as CSV, and prepare it for import or further
processing.

User creation methods
You can create a user in the system with any of these methods:

UDF (User Data File)

Add New Employee

Provisioning System (Admin creation)
Import 6 basic files
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Excel sheet listing four user creation methods: UDF, Add New Employee, Provisioning
System, and Import 6 basic files

Prerequisites
Before you start, make sure you have:

e Your login credentials for the Uptalk platform.
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e Access to the Employee Export option and the Admin Center.

e Microsoft Excel or a compatible spreadsheet editor.

e The user information you need to enter, such as status, user ID,
name, email, and organizational details.

e Confirmation from your organization or customer of whether the
USERID should match the user's email or another unique value.

Steps to create a user in SuccessFactors with the UDF

1. Log in to the Uptalk platform

Open the Uptalk platform and sign in with your credentials. After a
successful login, the home page opens and shows Quick Actions and other
dashboard elements.
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Uptalk home page with Quick Actions tiles such as My Team, Request Time Off, and Org
Chart, and a For You Today section
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2. Search for Employee Export
To create a user via UDF, you first need the user data template. In the

search bar at the top of the dashboard, type "employee expo". Then select
Employee Export from the dropdown list.

BestRun) "™ | e i a o Pe # 0@ 0

Auto-complete search results are shown after you enter at
least 2 characters. When results are shown, use the UP and
DOWN armow keys 1o navigate the list of actions and
people. When focus is on 8 person in search resuls, press
the CTRL + SHIFT + 1 keys to move focus to the employee
quickcard for that person. Press F6 to select the Employee
Directory

You can search for:
r*  Action keywords, such as "address, “goal”, or badge”.

Quick Actions

)
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My Team
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View Company Documenes Condidate Taient Pools

Approvals

Job Requisition Time Sheet

Search bar with "employee expo" typed and Employee Export highlighted in the
dropdown list

3. Download the user data file template

Selecting Employee Export takes you to the Export Users page in the
Admin Center. Here you can download standard user import CSV templates
or user directories in CSV format. The page also offers export settings,
character encodings, and compensation data options.
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Click Export Template to download the user data file template.

Admin Center
Back o Admin Center
Export Users

Use this page

[

[

Admin Center Export Users page with Export Template, Export User File, and Export
External 360 Raters options, and the cursor on Export Template
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4. Open the downloaded template

Find the downloaded file in your Downloads folder. It is typically named
UserDirectoryCSVTemplate SFPART049729.csv or similar. Open it in Microsoft
Excel or a compatible spreadsheet editor, and confirm that it opens and is
visible on your screen.

a7~ UserDirectoryCSVTemplste SFPARTIMO729 (4) - Microsoft Excel - B X

y Home | Iniet  Pagelsyout  Formulai  Dats  Review  View W~ = x
::"W Calibri A ] [®e| | SHWiepTen Genenl . ha @ # - 4 a_J ;F']'l”“’" Qr

Pe L matpumter |B £ [ E [0 A B W Huegeacena - |8 % 1|t 8| Condte v“ F'rmll Ceh | insent Deete Format Sorts fnas
Cigboard ‘ Fen s g ) Humber J Stylet e !mlnq

‘ a2 - S| STATUS =R ) [¥]
A 8 c D I P H | i K I M et i O v i a R s T uhi

1 STATUS USERID USERNAM FIRSTNAN NICKNAM M| LASTNAM SUFFIX  TITLE  GENDER EMAIL  MANAGEFHR DEPARTM JOBCODE DIVISION LOCATIONTIMEZONEHIREDATE EMPID  BIZ_P

zusmn Username First Nami Nickname Middle Né Last NameSuffix  Title  Gender Email  Manager Human ReDeparimelobCode Division Location Time ZoneHire Date Employee Busing

3

4

5

6

7

8 .

]

10

n <@

12 '

13 | N | [_ | »

14 !

15

16

17

18

19

20

2

2

n

P2

3

4 4 b W] UserDirectoryCSVTemplate_SFPART 73 4 - Sy il | A [

e, [ERET e =)

Excel window showing the blank User Directory CSV template with column headers
such as STATUS, USERID, USERNAME, and FIRSTNAME

5. Review the structure of the template

The template is blank except for the header row and a sample row. Each
column represents a user attribute that you fill in to create a new user. The
columns include:

e STATUS, USERID, USERNAME, FIRSTNAME, NICKNAME, Ml (Middle
Initial), LASTNAME, SUFFIX

e TITLE, GENDER, EMAIL, MANAGER, HR, DEPARTMENT, JOBCODE,
DIVISION
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e LOCATION, TIMEZONE, HIREDATE, EMPID, and additional fields as
required
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Excel template showing all user creation columns, with header and sample field names
and no user data filled in
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6. Understand the data entry requirements

Fill in the details for each user you want to create, as the column headers
indicate. Required fields typically include STATUS, USERID, FIRSTNAME,
LASTNAME, EMAIL, and other organizational details. Complete each field
according to your organization's data standards and the template's
requirements.
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Excel template with the cursor in the first empty row, ready for data entry

7. Prepare and align your user data

Gather the user information from your records or HR system. If you have
several users to add, prepare all their details in advance so entry is
efficient.
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If your data comes from another source, such as an HR export, align the
columns to match the template. Copy the data and paste it into the

tem

plate, making sure each value lands in the correct column. Then check

that all required fields are filled and formatted correctly.
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Excel template with a sample user row selected, ready for copy-paste or editing

8. Enter the user details

Fill i

n the following columns for each user:

STATUS: Enter active.

USERID: Enter the unique user ID (for example, Shalinid).
USERNAME: Enter the username (for example, Shalini).
FIRSTNAME: Enter the first name (for example, Shalini).
LASTNAME: Enter the last name (for example, Dubey).
TITLE: Enter the title (for example, HR).

GENDER: Enter F for female or M for male.

EMAIL: Enter the user's email address.

MANAGER: Enter the manager, or NO MANAGER if the user has
none.

HR: Enter the HR code (for example, NO HR).
DEPARTMENT: Enter the department (for example, Software).
JOBCODE: Enter the job code (for example, Executive).
DIVISION: Enter the division (for example, MUMBALI).
LOCATION: Enter the location (for example, MUMBALI).
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e TIMEZONE: Enter the time zone (for example, INDIA).
o HIREDATE: Enter the hire date in MM/DD/YYYY format (for example,
4/1/2022).

[/ H9--)s UserDirectoryCSVTemplate SFPARTIM9729 (4) - Microsoft Excel 4 s} X
Home | inset  Pagelayout  Formulss  Data  Review  View @-°x
f‘“' Calibn S A A | | B0 SFwrpTen Date . ﬁ (B e 3 :;' £ Mzioe = é.
mie o BZIU-H|>A EE "!m ) Sfmergeacenter = | $ - % o |8 B co£mw F%l ij ::m Detete ;;:,-i Eﬂll- w": rﬂ
-+ J Format Painter | | I ! i i < *3| Foumatting = as Table~ Styles= |+ ¢ = ACENT  Filter~ Select
Clipboard i Font = Algnment il Numbier g Stylet Ce Edting
‘ 53 - S| 4/1/2022 ) ¥
[ D E F G H | ) K L M N o P Q R s T ui
1 USERNAM FIRSTNAN NICKNAM M LASTNAM SUFFIX  TITLE  GENDER EMAIL MANAGER  HR DEPARTMENT JOBCODE DIVISION LOCATIONTIMEZONEHIREDATE EMPID  BIZ_P!
2 Username First Nams Nickname Middle N Last Name Suffix Title Gender Email Manager Human Re Department  Job Code Division Location Time ZoneHire Date Employee Busing
3 Shalinid Shalini Dubey HR F NO_MANAGER NO_HR  Software Executive MUMBAI MUMBAI INDIA 9.25¢
e >

i

Excel template with user details entered for a user named Shalini Dubey across the
STATUS through HIREDATE columns

If you are not assigning a manager, enter NO MANAGER in the MANAGER
column. Use all capital letters, with an underscore only between "NO" and

"MANAGER". If you are not assigning an HR representative, enter NO HR in
the HR column in the same way.
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9. Make sure each USERID is unique

The USERID field must contain a unique identifier for each user. If you reuse
an existing USERID, verify that it is correct and not duplicated elsewhere in
the file.
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Excel template with the USERID field being edited to the value Amitv

10. Verify the department and job code

Make sure the DEPARTMENT and JOBCODE columns contain the correct,
pre-created values. Do not change them if they are already set up. For
example, use Software for the department and Executive for the job code.
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11. Review the hire date and business phone number

Check that the HIREDATE column uses MM/DD/YYYY format (for example,
2/1/2022). Then go to the BIZ PHONE column. If the phone number appears
in scientific notation (for example, 9.25E+09), reformat the cell to show the
full number as text or a standard number. Enter or correct the business
phone number as needed.

N gn-c-)s UseDirectoryCSVTemplate SFPARTI4O729 (4) - Microsoft Excel - o X
i J
Home | Inset  Pagelayout  Formulas  Data  Review  View -9 x
& cut St - { e ol | S =Y E AutoSum =
Calibri ML - |¥|  CEWapTen Genenal . 5& - - |} ﬂ
AR H crﬂ Format = ? ; b s vda
ste. { - - - . { - - onditionsl ormaf el Insert  Delete Format . it Ine
- I Format Painter LIS Sl:: S Ac| B3 W[ R Merge & Center $=% 1|8 Formatting = #s Table = Styles * e \ - L Clear = Filter = Select *
Chpbonrd 7 Font s Alignment il Humber g tyles Cefty Eating
\ ul - @ & ol
E F G H (- [3 f: M N (2] [ a R s L8 u v =
1 NICKNAM MI LASTNAM SUFFIX  TITLE ~ GENDER EMAIL MANAGER  HR DEPARTMENT JOBCODE DIVISION LOCATIONTIMEZONEHIREDATE EMPID  BIZ_PHONFAX ADDR
2 Nickname Middle N:Last NameSuffix  Title Gender Email Manager Human ReDepartment  Job Code Division Location Time Zon¢Hire Date Employee Business i Business f Addre
3 Dubey HR 3 1 NO_MANAGER NO_HR Software  Executive MUMBAI MUMBAI INDIA  2/1/2022
4
5 e——
6 .
7 _’P h,
8 el NECE IS
9 oy o
10
1u
1
12 TR _ ¥
2 }

8 3 ES BY
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displayed in scientific notation as 9.25E+09
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12. Add optional details

If required, fill in other fields such as FAX, ADDR1, ADDR2, CITY, STATE,
ZIP, and COUNTRY. In the DEFAULT LOCALE column, enter the locale code
(for example, en_US).
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Not every field in the template is mandatory. Complete only the required
fields and those relevant to your organization or process. Leave the rest
blank if you don't have the information or it doesn't apply.
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13. Enter the user ID in the assignment fields

Scroll to the far right of the template to find the PERSON ID EXTERNAL and
ASSIGNMENT ID _EXTERNAL columns. Enter the user ID (for example,
Shalinid) in both fields for the corresponding user. If other assignment-
related fields need the user ID, enter it consistently.
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Excel template with PERSON_ID_EXTERNAL and ASSIGNMENT_ID_EXTERNAL filled with
the user ID Shalinid
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To keep the values consistent, copy the user ID from its original cell and
paste it into each column that needs it.
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Excel template with the USERID Shalinid selected for copying into other fields

14. Verify all entered data

Double-check every field you entered or edited for accuracy and
completeness. Make sure no required field is blank and all data is in the
correct format.
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15. Save the file in CSV format
In Excel, click the Save icon at the top left or press Ctrl + S. A dialog may

warn that some features aren't compatible with the CSV (Comma delimited)
format. Click Yes to keep the file in CSV format.
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[ Chipboard i Font & Ahgnment i} Number Styles Cem Editing

\ - @ e
A B c D E_ HEEE G H T - [3 L M N 0 P Q R 5
1 STATUS USERID USERNAM FIRSTNAN NICKNAM M LASTNAM SUFFIX TITLE  GENDER EMAIL MANAGER  HR DEPARTMENT JOBCODE DIVISION LOCATIONTIMEZONE HIRED
2 STATUS USERID Username First Nam:Nickname Middle NiLast NameSuffix  Title Gender  Email Manager Human ReDepartment Job Code Division Location Time Zoné Hire O
3 active  Shalinid Shalinid Shalini Dubey HR F 3 NO_MANAGER NO_HR Software Executive MUMBAI MUMBAI INDIA 2/Y.
4
5 —

6 Pl

, B ey

? Microsoft Office Excel [ "&h x
' 5
9 Wﬂmﬁmmmmmmanzmmumm(mmm‘ Do you want to kaep the
0 workbook n this format?

1 o +To keen this format, shach leaves out any ncompatible features, cick Yes.

 Topresarve the festunes, cick No, Then save & copy I the latest Excel format. P

n +To see what might be lost, cick Help.

13 .

2 @p 5T
15

Excel dialog asking whether to keep the workbook in CSV format, with the Yes button
highlighted
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16. Open and review the saved CSV

Go to the folder where you saved the file, commonly Downloads. If you
don't see the folder, open your file explorer and browse to it. Double-click
the CSV file to open it, then check that all data is present and correctly
formatted. Some formatting can be lost when you save as CSV.

»@ d9-o-)s UserDirectoryCSVTemplate SFPARTO49729_03.03.23 - Microsoft Excel - 8 X
- Home | Iniet  Pagelayout  Formulas  Data  Review  View @ -0 x
& Cut o P s P . hé _ﬁ' = T [g] E Autosom- i
Vg Calibri N - AN | |®|  SEwapTes Genenl : T _.!-J b 14 Iﬁ
" ram vt (B 2 B0 | [ [ e acove (87 %0 0| R oot o et o Do D, ot e
Clipboard o Fant s Alignment Number 0 Styles el Edting |
| A3 . S| active — El
| W D T [ Ty [ e T L M [ N oaedic e g o lead clEisa Bl u'm
1 STATUS USERID USERNAMFIRSTNAN NICKNAM MI LASTNAM SUFFIX TITLE  GENDER EMAIL  MANAGEFHR DEPARTM JOBCODE DIVISION LOCATIONTIMEZONEHIREDATE EMPID  BIZ_P)
2 STATUS _USERID _Username First Nam: Nickname Middle N¢Last Name Suffix__ Title  Gender Email __ Manager Human ReDepartme Job Code Division _Location _Time ZoneHire Date Employee Busint
'3 lactive  Amitv__ Amitv___Amit M ~_ NO HR Software Exetulive MUMBA!I MUMBAI INDIA 4/1/2022 39, J5E-

Average: 4623262943 Court: 21 Sum: 5246565656 |55 (1 U1\ ===

Excel window showing the completed User Directory CSV template with user data filled
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17. Copy the data for further use

To transfer data from this CSV to another sheet or system, select the
relevant cells or rows. Press Ctrl + C to copy them.

g/l:% =) v UserDiectoryCS\Template, SFPARTOMST29_03.03.23 - Mictosoft Excel o x
7 Home | inset  Pagelaout Fomulss  Data  Review  View @-9x%
7 ras ; L 1| 5 W i . ; |

-‘_::"' Caiibri S - AN [ ][] EwopTe General - ﬂ ﬁ By ? B‘ =l 5:’:”“' ﬁrm

= opr : &
Paste IR -l%= A - - | || Conditionai Format Celi  Insert Delete Format Sort& Find&

e Format i | P ] (G- A BT W|EE Megeacenter- |- % v WA ;&mﬂ‘“;:'::!_mi_ fordi eelivion |70 b e A

Ciipboard &) Font 0 Ahgnment {0 Humber 5 Shiles Cel Editing.
F A3 ~ @ e | active
o [T YO W PO SO AN UM - [ Y - O . RS AU S T T " NS . YO W - YW R O - S . ) "Wy e "
1 STATUS USERID USERNAM FIRSTNAN NICKNAM M LASTNAM SUFFIX  TITLE  GENDER EMAIL  MANAGEFHR DEPARTM JOBCODE DIVISION LOCATIONTIMEZONEHIREDATE EMPID  BIZ_P!
2 STATUS USERID First N; NilLast Title Gender Email Manager Human ReDepartme job Code Division Location Time ZoneHire Date Employee Busine|
3 active  Amity  Amitv  Amit Verma HR M NO_HR  Software Executive MUMBAI MUMBAI INDIA  4/1/2022 9.25€
4
5
6
2
8
2
10
11
12 |
B

Excel window with user data selected and ready to copy
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18. Paste the data into the required sheet

Go to the target sheet or location and press Ctrl + V to paste the data. Check
that the data appears correctly and matches the original formatting as
closely as possible.

“Eiaj d9-0¢-)s UsesDirectoryCSVTemplate SFPARTOM8729 03.03.23 - Microsoft Excel
~ Home | inent  Pagelajout  Formulss  Dats  Review  View W - = x
[ & out Catior c AN ]| Swmper Genent . };ﬁ H j Hl' 3‘ 'LE_] E fitcian i’ ﬂﬂ
T SiE~ &= Al E -lls= ] Conditionsl Format  Cell | Insent Detete Format e Sot& Find& ’
e Formatpainte || B LB~ v A || E |0 ]l merge & Conter - 812 % o [[0 ) Formatting = a5 Table* Styfes=  + =+ ACHIrT  Filter~ Selects
| Ciipboard Forit (5 Anignment f Homber {0 Styter el Eaming |
| A3 - S| active ¥/
A | 8 c I il H R R o [ M_| N o P Lo b B I ¢ uj
1 STATUS USERID USERNAMFIRSTNAN NICKNAM M LASTNAM SUFFIX  TITLE  GENDER EMAIL  MANAGEFHR DEPARTM JOBCODE DIVISION LOCATION TIMEZONEHIREDATE EMPID  BIZ_P
2 STATUS USERID NélLast ff Title Gender Emall Manager Human Re Departme Job Code Division Location Time Zon<Hire Date Employee Busine|
3 active  Amitv  Amitv  Amit Verma HR M i e NO_HR  Software Executive MUMBAI MUMBAI INDIA 4/1/2022 9.25E4

Glelelgelslele <alns

Excel window preparing to paste copied user data into another sheet

‘@ d92-v-)s UserDirectoryCSVTemplate SFPARTIMG728 03.03.23 - Microsoft Excel o X
- Home | inset  Pogelayout  Formulss  Data  Review  View W - = x
B Calibri AN [ ][] ZweTen General . }A _ﬁ 5 E. ? }EJ’ £ AutoSum = ﬁr Iﬁ
Paste e <@l A- i 3 - - | Conditional Format  Cefl | Insert Delete Format gru- Sort & Find &
< J Format Painter (B2l o[ =] O ) [ 40 | Mere & Center - | [ 91:= 0% [ 28 Formatting = 85 Table = Styles = o & N LCIeO T Fier~ Select~
Clipboard & Font = Alignment ) Humber ) Stes Celts Eanting
A3 - S| active
[« 8 c D ) —r - . Y] -, K L Mool Lo O P T R e T UE
1 STATUS USERID USERNAM FIRSTNAN NICKNAM M LASTNAM SUFFIX  TITLE  GENDER EMAIL  MANAGEFHR DEPARTM JOBCODE DIVISION LOCATIONTIMEZONEHIREDATE EMPID  BIZ_P)
2 STATUS USERID Username First Nami Nickname Middle Nz Last Name Suffix Title Gender Email Manager Human Re Departme Job Code Division Location Time Zon¢Hire Date Employee Busine|
3 active  Amitv  Amitv  Amit Verma HR M g = - NO_HR  Software Executive MUMBAI MUMBAI INDIA a/1/2022 9.2551

Screen displaying an envelope icon, the email address sales@upptalk.com, and the
UPPTALK logo, indicating where to send support requests.
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Get help

If you have a question or run into a problem, email the support team at
sales@upptalk.com. Include your completed CSV file and a description of your
issue or question.

Summary

You now know how to create a user in SuccessFactors with the UDF
method. You downloaded the template through Employee Export, filled in
the user details, saved the file as CSV, and reviewed it. Always confirm that
the CSV format is kept and that no critical data is lost when you save.

What's next
e Import or further process the completed User Directory CSV file in
your organization's systems.
e Contact support at sales@upptalk.com if you have uncertainties or
technical issues.
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