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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

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.

Note: If importing a spreadsheet that contains loan 
payments, include a column for the Loan ID.
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4. Define the file type

Select Comma Delimited.

Check the box next to File contains 
column headings.

When finished, click Continue.

3. Select file and format

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

Choose your desired import format:

   - if you’re importing for the first time, 
     choose Establish New Format and 
     Create New Name. Then enter a name 
     for this 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.

When finished, click Continue.

Note: You only need to define the file type if
you’re creating a new format. If you’re not,
this step will not appear.
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6. Select column descriptions

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

When finished, click Continue.

5. Preview import file

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

When finished, click Continue.

Note: You may need to re-enter some information 
when you go back.

Note: For participants’ first and last names, choose 
Skip This Column. Remaining columns depend 
on your plan. Not sure what to select? Contact your 
third-party administrator for assistance.
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7. Choose decimal position

Use the drop-down menus in the 
Translation column to choose the 
appropriate decimal position. Note: The 
default is 1 = 1.0 (most people will use 
this). For data fields in which 100 equals 
$1.00, choose 1 = .01.

When finished, click Continue.

8. Update payroll, if necessary

Select a payroll date, and review the
amount for each participant’s contribution
type for accuracy.

To add participants, click Add Participants
to List.

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.

Click Save and Continue Later to complete this task 
at another 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).

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.

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.

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

When finished, click Submit.

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

You will see a confirmation page that your 
payroll has been submitted.


