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1. Create payroll file

Create an Excel spreadsheet with the
following column headings:

- Social Security Number
- First and last name, in individual
columns (optional)
- Money types to be funded
- Note: If importing a spreadsheet that contains loan
© payments, include a column for the Loan ID.

Enter participant information in each
column.

Save the information as a CSV file by
selecting Save As from Excel’s File

drop-down menu, then selecting CSV from
the Format or Save as type field.

2. Select criteria

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

Click Add New Payroll to select Import.
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Exports the data on the active sheet to a text file that uses commas to separate values in cells.

Learn more about file formats
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3. Select file and format

Click Browse to select the CSV file you'd
like to import. Import

Choose your desired import format: m aE

Learn how te: | Il
1.SeloctFile & Format |~ 2. Define Format T

- if you're importing for the first time,

choose Establish New Format and _ Seleet Import File: o] S o s

: el bl el b
Create New Name. Then enter a name [ oot et sl 4 ekt g
for thls format s . please refer to our technical help.

Save Over Existing Format |

- If you're importing the same money
types, column values and header rows
as previous import files, choose Use
Existing Format and select the format
name.

Create New Name

) The format name cannet include the following characters: | ; 1@ #§()<=/\""" ={}[] =+ & * <space> <tab>

() Use Existing Format | 3 I

Edit Existing Format
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DELETE FORMATI(S) CANCEL

When finished, click Continue.

4, Define the file type John, J, Smith,
@ Comma Delimited Tom, T, Jones,

L : b
- Note: You only need to define the file type if Johe J; St
B 7 . ’ B 1 Semicoloh Delimited Tom; T; Jones;
- you're creating a new format. If you're not, Pl e
 this step will not appear. Joho I Seith
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..................................................................................... S
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[ File consists of multiple record layouts.

Check the box next to File contains it il
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Preview of your import file

When finished, click Continue. S e ceeimeen
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5. Preview import file

Review the values and column headings
for accuracy. To make changes, go back to Nepost
Select File & Format. ﬁg =)

.
1.SelectFilo & Format 2, Dafine Format 3. Varify

- Note: You may need to re-enter some information

: Record Layout: SINGLE RECORD LAYOUT
: when you go back.

—— ()

Praview of your Import file

fecial Security Number,Fira: Wame, basc Hame,Seferral, Macch
111111101, Jeka, Shasebeldes, 100, 50

232992232, Jnse, Bhareboldar, 150,75

When finished, click Continue. II

6. Select column descriptions

Use the drop-down menus in the Financial
Column to select the appropriate
descriptions.

Note: or participants' first and last names, choose O R e I e i v . At o e
- Skip This Column. Remaining columns depend

© on your plan. Not sure what to select? Contact your
- third-party administrator for assistance.

Record Layout: SINGLE RECORD LAYOUT

Column Value | Financial Calumn I

| KR THIS COLUMN
| CORTREBUTION AMOUNT -Elective Deferral

| COMTREBUTION AMOUNT -Matching %)

When finished, click Continue. Im|
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7. Choose decimal position

Import

Use the drop-down menus in the
Translation column to choose the
appropriate decimal position. Note: The

1. Swlduct File & Format

1

3. Bufimn Farmat 3. Vrify

Heed Halp?

defaultis 1 = 1.0 (most people will use £ Dol Eo emniokicn s = syl e o ppies i
3
this). For data fields in which 100 equals Record Layout: SINGLE RECORD LAYOUT
= 3 | Map colums Mapped Celumn Celumn Value Tranglatien
$1.00, choose 1 =.01.
CONITRIBUTION AMOUNT-Elective Dalerral Deferral 1=10
CUNTRIBUTION AMOUNT-Malching Match 1=10
When finished, click Continue. [ conmmue |
oR29r014 maIms RTRIS O9ZaR04 Lanbemed S100.00 1 MH Astin T
8. Update payroll, if necessary o @
View/Edit a Payroll Herd iy
Select a payroll date, and review the ) Makr e g samone g
amount for each participant’s contribution el it
type for accuracy ) ACH payrolls ransmitied after 4 pm. (ET) will be processed on the fllewing business day.
Add/Remeve Calumns san By 58N +| Fiee| Al
To add participants, click Add Participants e k. o i T i
to List. oo 1234 ) Farticigantl, Pan Termeued § 100.00 $100.00
Dwiete Selocted Participams | Add Pasicipants ta List
To remove participants from the payroll e o o
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.
. Click Save and Continue Later to complete this task
- atanother time. Your payroll will be saved with an In
© Progress status.
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9. Fund payroll

Enter the funding amount to be withdrawn
via ACH from your bank account(s).

" View/Edit a Payroll

3

LT S —
Lo Fusnc e urpr waing ang ccrmbsiasion of the Eark st e bal,

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.

1210084

ety i

10. Verify changes

Review the payroll information for
accuracy.

To make any changes, click the numbered
step indicator for the section you'd like

to update.

Note: Some information may need to be

: re-entered when you go back to a prior step.

To receive an email notification when this
payroll is submitted, enter your email
address.

When finished, click Submit.

View/Edit a Payroll

2

Werify that tha payroll information balow is correct,
Contributicns for payrolls submimed afver £ pm. (ET)will d e 9
\erify your payroll s accurate. F any changes are necded, clck Back to edt your payrell.
Payroll Date: 1171972014 Payment Typa: ACH

Contributions

3 Verify and submit

your changes

Comtribution Type
OsretomaryPreinthe
Masching
Fayml o
Funding Method(s)

Bank
Buank sccounty wil be i o yeu Pyt

TESTACCT

Frintar.rirdly vemion

$00
pii

$1.00

—IE 17000048
Bank Aozourt T’

Emall Notifications
Ermar your emal scldress Below 1o recehen a nodficarion sbout this payoll sabmission.

[Separae mukiple emai addrosves with & comma, Emad ertries are not retained; norifs nly.

ST
fi1]

any sddniona notrfications, leave this aroa blank.)
Addiional Comments:

(=]
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11. Confirmation of success
AMERICAN FUNDS"
H . . h( Il has b ssfull bmitted. 1 Printarfriendly version
You will see a confirmation page that your ||T.?'j"’"'°. e P i ’
payr0|| has been submitted. Plar Name: WEE TEAM WEB WIC PHASE | Plan Type: 1K
Plan ID: BRKTEST Batch Number: &201474
Paymaen Typa: acH Bateh Dinta: 10/08/2012
Payreil Date: 11872012 Submissian Date: 10/08/2012
Submission Time: 01:32:34 P CT
Contributions
Contribution Type Total
- Blective Daferrs S0.00
Discretionary/Proft She 52.00
Matching $5.00
- Resllocated Discrationary 50,00
Payvall Tobale 57.00
Vesting ltems
Flan Hours Total
Repiace Plan Year Hours 0.00
Repiace Anniversary Year Hours 0.00
Totals: 0.00
Bank Accounts
Plan Bank Account (* indicases the delaul) BRKTEST [Description: TEST ACCT
Reg1 Reg2 Aczount Type Aceount Number Roating Mumber Funding Amaunt
THEB TEAM WIC TEST Chrading it NSYBEeH 700
Bank Account Totals: $7.00
[ ookt |
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