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All batches, whether added manually, from allocations, or via upload, will go to the “Pending Batches” area. From

there you can edit them, delete them or post them; only when posted does the information feed to participant

statements and financial reports or to the Top Heavy test. There are several ways to add transaction batches:

Having the software create a batch.

From the Compliance menu, select Transactions, then Transactions/Statements. If you have a previous plan

year in the system and have an ending balances batch posted in that year, in the link to create a beginning

balance, you will see a link to create a beginning balance batch from the prior year’s ending balance;

otherwise you can select either to create the batch from sources, or a manual batch. Selecting the “from

sources” option will add a batch populated with participants and sources/accounts to the pending area. You

can enter amounts into this batch, or download it to a .csv file, add the numbers and upload the file. If you

have already calculated the contributions as discussed in section 4.1 of this QS Guide you will see links to

create a batch from the allocation for each contribution type. Click these links to add the batches. If you have

a beginning balances batch added and no ending balances batch, you will see a link to allocate Bal Frwd

earnings. Click this link, enter the amount to be allocated and click on “Update” then “Create Batch”.

Q.S. Tip: If the account type is “Brokerage” you will have the option to enter an earnings amount by participant.

Adding a manual batch.

To create your own batch, click on “Create New Batch”. You will be taken to the “Create Batch” page where

you can select the transaction type from a drop-down box; add a description in the box provided and then

click on “Add Batch”. The Batch will now appear as a pending batch in the pending batches area. You may add

transactions to a batch via an upload or by manually entering them for each applicable participant on the

batch data entry grid.

Once you have contribution transactions posted you’ll see other options on the Transactions screen, including

options to compare numbers in the transaction batches with numbers in the allocation on the testing side. This is

useful e.g. if the numbers used on the testing side came from the client and you uploaded the transaction data from

the asset custodian; the compare feature allows you to see what the differences are. Also there are options to push

data from the contribution batches to the testing side – doing this will replace any data there already. For example

if you click “Create $10,000.00 Allocations” – you may see a caution message indicating, e.g., that this will

overwrite $11,000.00 of Allocations”.  This means that there’s a 401(k) contribution batch posted with a total of

$10,000.00 in deferrals. If you click the link indicated, the software will replace the 401(k) contributions on the

census, totaling $11,000.00, with the numbers from the transaction batch. The message also indicates that you will

need to run the scrub and allocation on the testing side, and alerts you that an allocation override will be set.


