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View or Edit an Existing Payroll

Start here to learn how to view or edit an existing payroll. Or skip to the Copy an Existing
Payroll (p.5) section or the Delete a Payroll (p.6) section.

1. View or edit a payroll

Click the Plan Administration tab. This
takes you to the Payroll section.

Find the payroll, and then click the Actions
drop-down menu to select View to view
your payroll or Edit to make changes.

Note: Payrolls in a Held or In Progress status can be
-~ viewed or edited. Payrolls in other statuses can only

HMeows & Announcements

© be viewed.

2. Edit payroll, if necessary

Select a payroll date, and enter the
amount for each participant’s contribution =

type.

-
TEAM WEB WIC PHASE | & 102272014
BRKTEST  Plan Type: 401K
Ll Participants Withdrawals Fos Requests Financlals Plan Information Feu Disclosure
# Leam how to; add @ new payroll, import a
o cumently have Hald or In Progress payrolls. payrall of edit. copy or delete & payoll.
[l ADD NEW PAYROLL - B Hide Filter | & Printes-friendly version Where is my payroli?
Pate: Saatuns
oo & | Frem: & T S B Held B Pending B Confrmed [l Canceled @ InProgress
fumaunt Payment Type:
Exact Amaours § (O Amaunt Range From: § Tac§ B ACH B Check B Wire B M/A
Paymant
T Sy ST  Aions
L WA Held sroo 2 MH
View I
s FRRns Lol oszanme Conkimed $100.00 1 MH 3
oy
w0 0N w0 e Contimed 510000 MK S

View/Edit a Payroll

- Note: Contributions for payrolls transmitted using
- the current date:

- Before 4 p.m. (EST) will be transferred at
the close of the current business day.

- After 4 p.m. (EST) or on a weekend or holiday will
be transferred at the close of the next business
day.

1 3
Make your edits Payroll Date: 11/19/2014 =
: =) () Wire

@ Learn how to: edit, ©

To add participants, click Add Participants
to List.

) ACH payrolls transmitted after 4 p.m. (ET) will be | i on the foll g day.
Add/Remove Columns Sort By:| 55N +| Fiker:| All .
55N Name Status Discretionary/Profit Shr
[ woexe-1234 1) Participantl, Plan Terminated § 2.00
[)sooeaoe1236 ) Participantd, Plan Terminated § LX)
,_ :Add?m ici to List I
Payrall Totals: $2.00
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To remove participants from the payroll
list, check the boxes next to their Social
Security Number and click Delete
Selected Participants.

To add a contribution type, click Add/
Remove Columns and make your
selections.

When finished, click Continue.

- Note: Click Save and Continue Later to complete
- this task at another time. Your payroll will be saved
- with an In Progress status.

Forfelture Accounts
T fund same or all of your payrodl using a faderture sccaunt, enter the funding amount(s) below

Impartant: F orfeiture accounts cannot be used to fund emplayee elective deferrals and Roth elective deferrals.

Forfeiture accounts [unless they are invested in cash-equivalent investments) are subject to market fluctuations; therefore, the entine

3. Fund payroll

Enter the funding amount to be withdrawn

via ACH from your bank account(s).

To offset any employer contributions using
forfeiture assets, enter the funding amount
in the Forfeiture Accounts section.

Check the dollar amounts to confirm that

the amount you need to fund matches the
amount you have funded.

When finished, click Continue.

Iaalisrces iy nest b availabsbe when yous payroll b proossed
Affiliate / Account Name Fund Name Account Number Available Amount Funding Amount
‘Wb Team Test Plan
Discretionary
American Funds Money Markst  ===+=== S0 SHMI0E 0o
Fand-R2
Emgloyee Matching
Ameriean funds Maney Markst ——T1 542871 5 oo
Fand-R2
1
Money Puschise
Bmesican Funds Money Markest  *vveees S011 soon s 0o
FandR2
Encess Refund
American funds Money Market ——1 oo 5 non
Fundf2
Forfeiture Totals: $0.00
Yiowus runin to Froned You hawe funded
$5.00 $0.00
s CAMERL CONTINUE
cuose Q)
ayroll
“You need to fund You haye funded I
$5.00 $0.
Bank Accounts
Fund your payroll using any combination of the bank accounts listed below.
Mlan Bank Account (* indicates the default) BRKTEST Deseription: TEST ACCT
Reg 1 Reg 2 Account Type Aczount Number Fouting Humber Funding Amount
| WWEE TEAMN WL TEST PLAN Checking e ANk 1H0ZEE Sm
Mt Toal
Forfeiture Accounts
Ta fund some or all of your payrell using a forfeiture account. enter the funding ameount(s) below.
Important: Forfeiture saccounts cannot be used to fund employee elective deferrals and Roth electve deferrals.
Forfeiture accourts (unless they are invested in cash-equivalent investments) are subject te market fluctuations; therefore, the entire
balarce may not be available when your payroll is processed.
Affiliate / Account Name Fund Name Account Number Avallable Amount Funding Amount
Web Team Test Flan
Discestinnary
Aenerican Funds Momey Market ~ *******5011 eI 5 0.00
Furd-RZ
Emplayee Masching
American Funds Menty Madket  *******5011 §£2623 & 0.00
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4. Verify changes

View/Edit a Payroll

. . ) 1 Verify that the payroll information below is correct. Print
Review the payro Il information for Contributions for payrol's submmed afier 4 p.m. (ET) wil be transiarred on the following business day.
2 Verify your payroll is accurate. If any changes are needed, click Back 1o edit your payroll.

accuracy. To make any changes, click the

Payroll Date: 11/19/2014 Payment Type: ACH

numbered step indicator for the section 3" Verlty snd by COTDUTIORS
] ¢ changes Contribition T
you'd like to update. iz Bor ke
DiscretionanyProds She
..................................................................................... =

. Note: Some information may need to be
- re-entered when you go back to a prior step.

Payroll Tetals:

Funding Method(s)
Bank Accounts
Bank sccounts will be sutamatically debited when you submit your payroll.

Plan Bank Account (" indicates the default) BRKTEST Deseription: TEST ACCT

To recieve an email notification when this — Reg 2 AcountType  AccountNumber  Routing Number
payroll is submitted, enter your email Buticletin i Do, T il o
Bank Agcoun Totals:

address.

When finished, click Submit.

5. Confirmation of success

Email Netifications

Enter your emall address below to receive a neification about this payred| submission,

(Separate multiple email addresses with & comma. Emall entries are not retsined; notification ks one-time anly. If you do

ary additional notifications, |eave this area blank.)

Additienal Comments:

You will see a confirmation page stating \ 0
Pl
that your payroll changes have been & .
submitted. " _AMERICAN FUNDS
Your payroll has been :umuiully submitted. = Pritas-Frigndly version
This payell will be processed an 11/19 2014,
To see the status, close the confirmation ﬂ oo wrs e v Pt -
page, then find the batch number in the B PvmentType: Ach atch O 1021
Payrall Date: 12014 Submmission Date: 12014
“St below. Subsmissicn Tima: 14253 PMCT
Contributions
Contribution Type Total
- DiscreticnanuProfit Shr 5200
= £
Bank Accounts
I Plan Bank Account [* indicaves the defawh) BRXTEST Description: TEST ACCT
N Reg 1 o K Account Type Actownt Numbes huﬁlq Rumbt F-MIngmnnlu
T Chacking sestastiaven 0578 1210-0024-8 57.00
_‘ Bark Account Yotk 57,00
o
7 | oowe |
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Copy an Existing Payroll

1. Copy a paerII . Plan Administration Reports & Analysls Forms MNews & Annguncemants
.. . Participant Search:
To model an existing payroll, click the WICPHASE | nout 10222018 Search by as rama or 55%] (RN
Actions drop-down menu and select Copy. mmm—y  pedoi
its. [ Withdrawals [ Fae Requasts [ Financials Plan Information Fea Disdosure

Follow the update payroll steps above.

&9 Loam howto: add a naw payroll, impart a

pid or In Progress payrolls. payrodl or edit, copy or delete a payrall.

When finished, click Submit.

[ Hide Filter | Printar-friendly version Where is my payroll?
You will see a message confirming that P
. fom: = To: - H Hold ® Pondl ® Corfirmed # Cancoled # in Py
your payroll has been submitted. To see “ wonT s o
Paymant Type:
the status, find the batch number in the list OAmount Range From:$ To: @ ACH B Chack o Wi © N/A
below. [ searcH |
Payment
Trade Date Releace Date Batch Date Status Total Amount  Tranzaction Count Artiongs
W0s2018 Held £7.00 7 MH m
View
e o014 2208 Canhrmed £100.00 1 ACH Ed
Ll v A R2e014 22014 Confirmed $100.50 1 MH [ ::;’w ]
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Delete Payroll

1. Delete a payroll

Click the Actions drop-down menu and e
select Delete.

Click Yes to confirm that you want to
delete this payroll.

You will see a message confirming that =
your payroll has been deleted.

. Note: You can only delete a payroll when the status
- is listed as Held or In Progress. To delete a Pending
- payroll, contact us. Please go to the Contact Us
 section of the website for our phone number and

- email address.

PMan Administration Raports & Analysis Forms Mews & Announcements
Participant Search:
B WIC PHASE | & of 10/22/2014 Search by last name or SSN m

44 Loarn how to: add a new payroll, Import a
pee Held or In Progress payrolls. z)' payroll o adit, copy or dalate a payrall
EW PAYROLL ~ (B Hide Filter | 2% Printar-fricndly version Whaere is my payrall?
Status:
| From: e ] @ Held @ Pending @ Confirmed @ Canceled @ In Progress
Paymeni Type:
it § CAmount Renge From: § To: § # ACH ® Check ® Wire B N/A
Payment
| Date Trade Date Release Date Batch Date Statu: Tatal Amaunt  Transaction Count Aaticns
an 0082618 Held 100 2 MM fictions -]
View
a PHII0TE Lt CHZAA Confirmesd 10000 T MH Edit
e 092902014 [l A Canfimed $100.00 1 MH i
3 o
AMERICAN
FUNDS®
From Capital Group
T e
Plan Nama:
'WEB TEAM WEB WIC PHASE | a1 10/22/2018
Plan ID; BAKTEST  Flan Typw: 401K

Withdrawals

Participants

Fas Requests

ag# The payroll batch # 201474 has been deleted. q-ﬁ.

Payro

[ Hicle Fittar | Printe

Payroll Date: Statusc

From: = Ta = @ Held & Pending @ Confrmed & Canceled @ in Progred
Payroll Amount: Paymant Type:

@Al (3Exnct Amount § CyAmount Range Fram: S TerS & ACH & Check &

Batch

Number Payroll Date Trade Date Release Date Balch Date Status Total Ameunt  Transaction |
£138631 9014 w2018 R0 DRI Confrmed $100.00

526190 9014 2018 R0 DRz Corfrmed $100.00
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