
Bulk Uploading Employees 

 

Step 1: As a contractor, navigate to https://services.dir.ca.gov/pw. Click Edit my employees. 
 

 
Step 2: Click Bulk Import Employees. 
 

 
Step 3: On the Bulk Upload Employees page, click HERE to download the Excel template. 
 

https://services.dir.ca.gov/pw


 
Step 4: For each employee, fill in all information in the template. First Name, Last Name, and 
SSN are required fields. 
 

 
Step 5: Save the completed Excel file, then click Upload to attach the file. Once uploaded, click 
Submit at the bottom of the form. 
 

 
 



Step 6: After submission, the file will process and the employees will be added to your 
company. 


