
File Upload Instructions

1. Click Upload File on the Homepage under Process Payroll.
[image: ]

2. [bookmark: _GoBack]Select the site for which you’re submitting contributions, then select the file type. Click Continue.
[image: ]

3. On the Contribution File Submission page, verify that the contribution date matches the payroll check date. 

4. Enter the totals for each contribution type being submitted. Include total compensation and total hours based on your plan setup.
· These totals should match your payroll reports.
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5. Click Browse to attach your contribution file.

6. Click Submit.

7. You’ll receive the following message: 
[image: ]
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Contribution Date

Select the correct Contribution Date from the dates available in the dropdown menu. If your date is not available, please contact your customer service

representative.

Mar 04 2016

EMPLOYER PROFIT SHARING

0.00

EMPLOYEE 401(k)

0.00

Forfeiture Account

0.00

Total Compensation (Pay Period)

Enter your total compensation for Pay Period.

0.00

File to Attach

EMPLOYER MATCH

0.00

Loan Payment
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Total Contributions/Loan Payments Less Forfeiture Account

0.00

Total Hours (Pay Period)
Entertotal hours for Pay Period.

0
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Submission Result

Your file has been submitted for processing. If your assistance is required to complete
processing, you will be contacted by a Representative. Please note, your AFR
(Automated Funding Request) will not be received until the file has been processed.
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Used for submitting contribution data, and/or updating census, compensation, and hours.

Census File
Used for updating employee census information only.






 


File Upload Instructions


 


 


1


 


of 2


 


 


1.


 


C


lick 


Upload 


File


 


on the Homepage under Process Payroll


.


 


 


 


2.


 


Select the 


site 


for which 


you


’


re submitting contributions


, then


 


select the 


file 


type


.


 


Click 


Continue


.


 


 


 


3.


 


On the 


Contribution File


 


Submission 


page


, verify 


that 


the 


c


ontribution


 


date 


matches the


 


payroll 


check date


.


 


 


 


4.


 


Enter the totals for each contribution type being submitted. Include 


total compensation


 


and 


total 


hours


 


based on your plan setup


.


 


·


 


These totals should match your payroll reports.


 


 


 


5.


 


Click 


Browse


 


to attach your contribution file.


 




  File Upload Instructions     1   of 2     1.   C lick  Upload  File   on the Homepage under Process Payroll .       2.   Select the  site  for which  you ’ re submitting contributions , then   select the  file  type .   Click  Continue .       3.   On the  Contribution File   Submission  page , verify  that  the  c ontribution   date  matches the   payroll  check date .       4.   Enter the totals for each contribution type being submitted. Include  total compensation   and  total  hours   based on your plan setup .      These totals should match your payroll reports.       5.   Click  Browse   to attach your contribution file.  

