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Ascensus Payroll Processing Guide

This guide will take you through payroll submission step-by-step.
Everything you need to manage payroll along with your plan participant
data is easily located on the plan website.
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Manually Enter Contributions

When you log into your plan website, select your payroll submission method from the dashboard.
The dashboard displays a quick overview of activity in your plan, along with plan administration tasks.

1. Select Contributions.

Home Plan Contributions Employee

Employee v | Search by Social Security Number or Name

=5 ®

Contributions Reports Information

Contributions Run a New Report Forms

View Recent Reports

2. Select site A.

Contributions

Site

A - SAILBOAT INDIVIDUAL K| N

v A - SAILBOAT INDIVIDUAL K

Z - COMP ONLY
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3. Select Manually Enter Contributions.

Contributions

A - SAILBOAT INDIVIDUAL K ~

SAILBOAT INDIVIDUAL K (468038)

QUICK LINKS

Upload Census File

Add a Contribution Date (’f@ é“\\
Update Bank Account

If you have already submitted a contribution that has posted to accounts, you'll have

two options: Start blank or Load previous contributions. Clicking Load previous
contributions will bring up the most recent contributions and transfer your previous
employee(s) to your current contribution date. This will allow you to edit the dollar amounts
listed to match your current contribution.

If you had previously started a payroll entry that has not been submitted, you will see two
options: Continue in progress or Reset in progress. To continue working on the entry,
select Continue in progress.

See Glossary at the end of this document for descriptions of payroll terminology. 3
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4. Select a Contribution Date. These dates are pre-populated with payroll dates and pay frequency
information previously determined during the onboarding process. The payroll status is also displayed
next to the date as Not Started or In Progress.

If there is a contribution in progress, you will not be able to submit a different contribution date until
you either submit the In Progress contribution or reset (delete) the contribution in progress.

Home Plan Contributions Employee

Employee v Search by Social Security Number or Name

Manually Enter Contributions
A - SAILBOAT INDIVIDUAL K

Update Review

47

ContributionDate ©

May 30, 2024 - In Progress 5 + Add a Contribution Date
e mmm—

Contribution Information

To schedule a one-time contribution date outside of your normal payroll frequency,
go to the one-time contribution date section at the end of the document.

A December 31, 2023 date has been already added for you to use if you need to make a 2023
contribution. If you do not need to make a 2023 contribution, please proceed by clicking Add
Date and creating a new payroll date in the future.

As an Individual(k) client you do not have a payroll calendar. Continue by clicking Add Date.

See Glossary at the end of this document for descriptions of payroll terminology. 4
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Contribution Information

Add a new employee

You currently have no employees

Add employees to your contribution submission

6. After employee(s) have been added or populated via Load previous contribution, you can add to or
update the contribution fields for the appropriate money type. Compensation is not required. Detailed
information about each field can be found in the glossary at the end of this document.

Select Save and Review to continue towards completing your payroll. This will show you the totals

again and allow you to verify and update employee data as needed. Save is also available to select
while entering data to ensure data is saved before you finish entering or updating employee data.

Contribution Information

Search Employees Clear All Data Add Employee
EMPLOYEE NAME A SSN (LAST 4) COMPENSATION EMPLOYEE 401(K) ROTH 401(K) PROFIT SHARING *
SAILBOAT, MARY 3333 T $0.00 $1,130.00 $0.00 $0.00
Totals $0.00 $1,130.00 $0.00 $0.00 .
4 »
1 employee

Reset Contribution Date Save and Review >

When you are done entering or editing the data fields, you can verify the bottom totals
match your expected contribution totals.

When searching for an employee type the name of the person you are searching for and
they will be inserted if they are in the system. If they do not exist or are not found, please
select Add a new employee.

See Glossary at the end of this document for descriptions of payroll terminology. 5
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7. The Review Totals step displays the amounts being funded to each contribution source. If the totals
match the intended contribution amounts, select Confirm to continue or select Back in the lower left

to make updates.

Manually Enter Contributions
A - SAILBOAT INDIVIDUAL K

© @

Update Review Fund

Review Totals

Compensation Employee 401(K) Employee Roth 401K Deferral

$0.00 $1,130.00 $0.00

Employer Profit Sharing

$0.00

Total Contributions

$1,130.00
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8. Next, you will see a Forfeiture Account Box on the Funding Page. If applicable a suspense amount
can be entered to be used towards funding the current contribution. To view available funds in the
suspense account, click on the Forfeiture and Suspense Report link.

You will also see a read-only view of the total ACH withdrawal and the bank account to be used.

Select Confirm and Submit.

Manually Enter Contributions
A - SAILBOAT INDIVIDUAL K

9 9 (&

Update Review Fund

Fund

Forfeiture Account
Forfeitures available to use can be found on the Forfeiture and Suspense Report.

$0.00 How do | apply a forfeiture? (0
ACH Withdrawal Bank Account
$1,130.00 FRRRIXXXET89

121 FINANCIAL CREDIT UNION

< Back Confirm and Submit >

After submission, you will receive an Automated Funding Request (AFR) email
that confirms the contribution date, site, money source totals, funding instructions, if

applicable, and whether contributions are funded via Automated Clearing House
(ACH), check, or wire transfer.

See Glossary at the end of this document for descriptions of payroll terminology. 7
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9. After submission, you'll be directed to the Contributions home page where you can review the

Contribution Details by downloading an excel spreadsheet in the banner or below in the Tracking
Details section of the page.

Contributions

She

A - SAILBOAT INDIVIDUAL K w

SAILBOAT IMDIMIDUAL K.

0 Your contributions have been successfully submitted for processing. If your assistance is required to complete
processing, you will be contacted by a representative. Contribution Details 4.

QUICK LINKS

Upload Census File

Add a Contribution Date (ﬂ% é“‘\

Update Bank Account

Manually Enter Contributions

10. Verify the status of your submitted file under Tracking Details, which also keeps you informed of the
steps that remain before contributions are posted to participant accounts.

A - SAILBOAT INDIVIDUAL K Contribution History

1 contribution in the last 30 days View All Recent Plan Contributions

A - SAILBOAT INDIVIDUAL K | May 31, 2024

Preparing the Automated Funding Request [AFR)

We'll send the AFR shortly.
Updated April 25, 2024 1:14PM ET

Contribution Details 4
Congratulations! You have now successfully submitted your payroll.

See Glossary at the end of this document for descriptions of payroll terminology. 8
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Add One-Time Contribution Date

To schedule a one-time contribution date outside your normal payroll frequency, proceed with the
following steps.

1. From the Contributions home page, select Add a Contribution Date.

Contributions

A - SAILBOAT INDIVIDUAL K s

SAILECAT INDIVIDUAL K (468038)

QUICK LINKS

Upload Census File

CEdd a Contribution Date> {'ff@ é“\f\

Update Bank Account

Manually Enter Contributions

See Glossary at the end of this document for descriptions of payroll terminology. 9
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2. Select a contribution date from the calendar and select a reason for the one-time contribution from
the “Reason” dropdown.
One-Time Contribution Date

Use this calendar to submit a one-time payroll contribution date outside of your normal payroll cycle. The date you enter will not
recur in futuy jour normal payroli cycle will remain unchanged.

Selact a Contribution Date
te - If you intend to process your Employer Contributions
r the Prior Plan Year and the payroll date isn't available,
please contact the Client Service Team for assistance.

mmidd/yyyy

< MAY 2024 3
su 0 U " ™ " sA
28 29 30 1 2 3 4

19 20 21 2 2 24 25

26 27 i} 29 30 1

Selected One-Time Contribution Date:
For Site;

Reason

Select reason

ekt Tl 5 ) 1l BV S ot o eoai cf—r/

Payroll dates cannot be added if they are more than 30 days in the past. To submit a contribution older
than 30 days, please contact your client service team.

Once a date has been chosen, you will receive the confirmation below and can start a new payroll.

One-Time Contribution Date

ﬁ Your One-Time contribution date of May 31, 2024 has been added and will remain available for your use unti

June 10, 2024, Close

See Glossary at the end of this document for descriptions of payroll terminology. 10
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Glossary

Employee 401(k)

Pre-tax employee contributions that reduce your taxable income.

Manually Enter Contributions

This method requires manually keying in participant data fields such as Deferral Amounts (pretax & Roth),
and Employer Contributions (Discretionary Once the data is entered for the first time, the system will
remember and store the original inputs so that you will only need to review and make changes where
applicable for future submissions.

Profit Sharing

Discretionary employer contributions based on profits of the company. If your plan allows for profit sharing
contributions, you are not required to fund this contribution but have the flexibility to do so based on
compensation.

Roth 401(K)

Employee contributions made after income tax but are tax-free when a qualified distribution occurs.

Sites

The term “site” refers to distinct groups of employees and pay frequencies that may correlate to a
different location or division of the company. For example, you may have hourly employees who are paid
on a different pay frequency than your salaried employees. Or you may have an east location that funds
payroll from a different bank account than the west location. In these instances different “sites” would
need to be set up in the plan

Ascensus, LLC provides administrative and recordkeeping services and is not a broker-dealer or an investment advisor.
Ascensus® and the Ascensus logo are registered trademarks of Ascensus, LLC.
Copyright ©2024 Ascensus, LLC. All Rights Reserved. 1754956-RET-XXXXXX (06/2024)
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