Instructions for Payroll File Submission
Payroll File Submission via File Upload

You will find everything you need to manage payroll and census data via file upload on
the plan website.

When you first log in, you’ll see your plan homepage and select PLAN
ADMINISTRATION to get started.
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1) If you elect to submit contribution and census data via the plan website, uploading
your file is quick and seamless.

From here, click Contributions.
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2) Select the site for which you are submitting contributions (if you have multiple
locations). The term “site” refers to each location or division's payroll frequency.

You can save time by selecting Upload Contribution File, which enables you to
upload contribution and census data together.

Contributions

Lo

Manually Enter Contributions * Upload Contribution File
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3) Select a contribution date from the drop down, which is pre-populated with
pay date and payroll frequency information gathered from past payroll

submissions.

If you need to schedule a one-time contribution date outside of your normal
payroll frequency, you can do so by selecting the Add a Contribution Date link.

Add a Contribution Date

Review your available payroll contribution dates. You
can add additional contribution dates as needed.

Add contribution date
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Related Help

How are contribution dates estal)lis[ﬂ%d? A

They are designed to match the frequency of your payroll
dates. If your payroll frequency changes. contact your
client service team to make updates.

nl mit multipl ntributions for th m 7V

Do unscheduled contribution dates carry forward each
month? v

How is a scheduled contribution date removed? v

When selecting a payroll date in the future, your contributions will not process
until that future date.
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Upload Contribution File
A - Weekly Contributions

Contribution Date

Dec 28 2023 v + Add a Contribution Date

Upload File

| Choose File |No file chosen

File Format

230819 BOSS MAP v

Cancel Review >

4) Now you are ready to attach your contribution file and select the
corresponding file format from the drop-down list. Once attached, select
Review to continue.

5) The system completes an initial review of your submission in real-time to help you
identify and correct file errors that could delay processing. This helps ensure that
your file is submitted in good order.
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Upload Contribution File
A - Weekly Contributions

© @

Upload Review Fund

-Q

Reviewing submission...

The ‘Review Totals’ step displays the amounts being funded to each contribution source.

Upload Contribution File
A - Weekly Contributions

C @

Upload Review Fund

Review Totals

Compensation Hours Employee 401(K)
$3,000.00 80 $300.00
Employer Match Loan Payment

$150.00 $0.00

Total Contributions and Loan Payments

$450.00
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6) Next, you will be presented with the funding step. On this page, you can specify
whether you would like to utilize Suspense and Forfeiture account balances towards
the funding of your payroll. If also funding via an ACH pull, the last 4 digits of the
account number will be listed for your review.

Fund

Total Contributions

$450.00

Suspense to use

$39.36

Forfeiture to use

$0.00

Suspense and Forfeiture Total

$39.36

ACH Withdrawal

$410.6

confirmation email.

amount. Final details will be include

Employer Contributions

$150.00

Employ

Available Suspense Balance for this contribution: $39.36

Suspense Account Total: $39.36 ©
The IRS requires Suspense money should be exhausted before using other funding
options for employer contributions.

Iét\vailable Forfeiture Balance for this contribution: $150.00

orfeiture Account Total: $626.93 (©

Bank Account

********5878

15T BANK YUMA

7) Once all funding is completed and in good order, the payroll file is submitted for
processing by clicking on Confirm and Submit.
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Upload Contribution File
A=

@ @ ©

Upload Review Fund

=@

Submitting your contribution to be processed...

8) After submission, you will receive an Automated Funding Request (AFR) email
that confirms the contribution date, site, and source totals, and whether
contributions are funded via Automated Clearing House (ACH), check, or wire
transfer. The AFR email will also include funding instructions, if necessary.

9) You can 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.

Tracking Details

A - = L N = = .

Q Contribution submitted

‘ May 19,2023 4:48PMET

0 We're reviewing your submission
We'll contact you if additional information is needed.

Updated May 24, 2023 9:52AM ET
Request ACH Payment
Invest Funds

Post to Participant Accounts
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