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The payroll feature gives users the ability to upload payrolls, compare hours and compensations from payroll totals

to the census, push payroll hours and compensations to the census, and create contribution batches in transactions
from the payrolls.

Payroll Navigation

From the home page, select a plan and navigate to the Compliance module. From the Compliance Menu, hover over
Transactions and select Payroll.
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Uploading Payrolls

Click the "Upload Payroll" link to begin the file upload process.
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A sample file showing the format of the upload can be downloaded, along with an explanation of codes, which

shows the sourcelDs that must be used and a description of each. Note that the source ID’s outlined here match
those in our system in the Work with Sources /Inv Accounts screen.

Once the file is in the proper format, users will browse their computer for the payroll file. The payroll name

automatically populates with the file name. It is required that each payroll name be unique. Press Upload to upload
the selected file.
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Sample File
Explanation of Codes

Payroll Name: l_ J 7]
Upload file name: | Browse...
[ Overwrite existing payroll E|

|' Cancel | | Upload

Payroll Correction/Overwrite

If users determine that the payroll that they uploaded had errors, they can upload a corrected file and overwrite
the incorrect payroll, by checking the box to overwrite existing payroll, and selecting the applicable payroll name.
The overwritten payroll retains the original payroll name. The original payrolls will be deleted and the new payrolls
in the corrected file will replace them.

- Payroll Upload x .

Sample File
Explanation of Codes

Payroll Name: Payroll Accumulator SHNE 401k Plan Payroll Uplo: [ 7]

Upload file name: fan Payroll Upload - Correction.csv| Browse...

M Overwrite existing payroll Parnll Accumulator SHNE 401k Plan Parull Unad

| Cancel | | Upload

Filtering Payrolls

Payrolls can be filtered by using the filter boxes at the top of each column. The columns have advanced filtering
capabilities, which are described in the help that appears when you click on one of the filters.

Advanced Filter Usage X
Comparison Operators Boolean Operators

— equal to AND  both sides must be true

=3, im not equal to R one side must be rue

= greater than

< lies= than

s greater than of equal to

<m less tham of equal to

Examples:

== L/1/2017 AND <= 12/31/2017 shows all records within 2017

='John Smith’ OR ="Jchn Dog’ shows all records with “John Smith' or “John Dow’

Mote® Single quate or double quotes are acoeptable for advanced filtening

ok

Users can also filter by selecting a pay date range or payroll record name. The pay date range defaults to the plan
year, but can be edited by the user to display any date range.

Begin: 01/01/2016

Pay Date Range: f 1
End: |12/31/2016 Lo |Select

Payroll Record Name: [Show Al v | Select|

Sorting the Payroll Grid

Payrolls are sorted by default by last name, first name, then pay date. To change the sort order, click the header



name of the column you wish to sort by. An arrow will appear next to the header name, indicating if it is sorting in

increasing or decreasing order. A down arrow will indicate a sort for that column in a decreasing order. An up arrow

indicates that the column is sorted in ascending order.

Compare to Census / Push to Census

Hours and Compensations from uploaded payrolls can be totaled, compared to and pushed to the census. Select

the payrolls that you want to include in the push. Once you have checked all of the payrolls you wish to select, press

the “Do with selected” button at the bottom

left of the page and press the “Compare Census Data” option.

e > e Loy > e Fae > Comslacns » Ensiagies > byveed ey
Comgpany: Payroll oz SipSacc e
Plan:  Payiell Accumulator SHME 401k Plan D: i
Year End: 12/31/2016 L
1 Transactions
Far Eiaia Famget Begin: DL/01 2006 = 1 Miscelaneos
Emd: | 13/31/2016 [0 [Select 1 Tooly/Settings
Payrcll Ropcord Nama; [Fhom &1 ) [ Select ¢ Plan Specifications
Upload Payraoll
[a] »= 3014~
L sam Lant Mame Fint Mame Hoary  cmper e Py Date Deponait Dake  Souscelll Acx
D 133-00-0001 (-1} EEdn 10.08 10000 DLAOT 014  OL20M2008 4Gux
L 123-01-0003 (351 (3125 2000 130000 OLOWIOIE  DLIIONI0NE  BOTH
L 133020000 () [ 30.00 33050 OMOII016  0L20M2006  MATCH
= 123-m-p0sd L= LLic 000 14000 DLAOTII0NE  DLZOIZ0NG  MOMELDCSH
S 123-01-0055 EESS EEGS 50,00 15040 QLEIINNG QUIWINLE  QMAC
A IRR01-D00E EEDH EEDS 00 6000 DLNTII0NE  OL2OFZDIG  QREC
o IAE-01-000T EEST EEQT DD 7000 DLNVI0IE OLROI20EE RS
L 123-01-0008 EESH EEGS .00 180,80 GLAGTIIONE QL2006 ROLLREL
W 13010000 EESH EED W00 19000 DLAOTIG1E  OLF20M3006  ROLLUNREL
D 123010010 EE10 EE15 120.00 20050 OLAOTINE  DLF20/2008  BOLLEGTHNT
o 133-01-0001 BEny [ 1] 120,00 31000 LTI 012002008 ROLLEOTHTAX
I
Campare Censut Data I
| Create Batches
elete From Pryvedl | >
'w-m Ealected: -' Current View :b'!‘:_:::'TI:'::!_r Selected: 11 Export current vaw o (S

The “Compare - Differences Only” window will popup, showing the list of participants with differences in either

hours or compensation. To view the full list of participants compared, press the “Download CSV of complete
comparison” link. Select the participant hours and/or compensation that you wish to push to the census, then press

the “Push to Census” button.

Compare - Differences Only

Total Payroll Compensation: 1,760.00 Total Payroll ours:
Total Census Compensation: 1,206,422.39  Total Census Hours:

11 Differanca(s)

Name [ Payroll G ati Census C O
EE01, eE01 [ 110,60 300,000.00 []
EED2, EE0Z [ 120,00 233,100.00 [
EE03, ee0z [ 130,00 183, 118.70 [
EED4, EEO4 [ 140.00 140,729.23 [
EE0S, EEOS [ 150.00 108,348,561 []
EE06, EE06 [ 160,00 84,962.32 []
eEa7, eg07 [ 170.00 6801572 []
EE0S, EE08 [ 180.00 51,294.21 [
EE0S, EE0S [ 190.00 39,855.60 [
EE10, EE10 [] 200.00 0.00 [J
BE11, BE11 [ 210.00 .00 []

6560.00
14,750.00

Payroll Hours  Census Hours
10.04 2000000 |
20,00 2,000.00 |
30.00 2,000.00 |
40.00 ,000.00 |
S0.00 2,000.00 |
60.00 2,000.00 |
70.00 2,000.00 |
80.00 50000 |
S0.00 25000 |
100.00 0.00 |
110.08 [ K]

Download C5V of complete comparison
Push to Census | [[Clomet] |

If you elect to push compensation to the census for any participant, you will have the option to either push the

payroll compensation to all compensation fields or only to statutory compensation. Pressing the “Close” button will



cancel the push to the census.

Confirm Push x

Would you like to replace all compensation fields or just statutory compensation?

_Push to All Compensation Fields || Push to Statutory Compensation || Close |

Contribution Batches

Contributions from uploaded payrolls can be pushed to transactions in the form of contribution batches for each
payroll date, by each contribution source. To push contributions from Payroll to Transactions, check the box on the
left side of the Payroll grid for each payroll you wish to add to Transactions. Once you have checked all of the
payrolls you wish to select, press the “Do with selected” button at the bottom left of the page and press the “Create
Batches” option.
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A confirmation screen will appear, requesting that you confirm that you wish to create batches. You can cancel or
confirm batch creation. If you confirm batch creation, batches for each payroll will be created and a confirmation
box will display the results. Here you have the option to either navigate to Transactions or remain in Payroll.

| Batch Creation Result x
|

Batchies) created successfully!
11 selected payrolls were added to transactions.

| | Go to transactions || ok |

In Transactions, payrolls with the same source type and pay date will be included in a single batch.
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Once batches are posted, links to create allocations from batches will become available above the posted batches.
Click each applicable allocation link to push the total amount per source from Transactions to Census.
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