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CensusPro® - Adding Employees 

Step 1:  Select “Add/Edit Employees” from 
the “Employees” drop down menu. 
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Step 2:  Select “Add”. 
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Step 3:  Enter all required participant information (denoted with 
an “*” and bold).  You may use today’s date for Entry Date.   
 
Also, Div/Sub may be used if you wish to be able to track 
participants by Plan or Administrator (contact us at 
autorollovers@bpas.com if you would like to use this feature). 

  

Step 4:  Once all participants have been 
added, proceed to Reporting Rollovers. 

mailto:autorollovers@bpas.com
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CensusPro® - Reporting Rollover Amounts 
 

Step 1:  Select “Add Paydate” from the 
“Contributions” drop down menu. 
 
Select today’s date and click “Add” 
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Step 2:  Locate the participant that needs to 
be reported and select “Edit”.   
 
Tip: Be sure to mark “All Employees”. 
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Step 3:  Enter the Rollover Amount and click 
“Save”.  Repeat steps 2 & 3 for each 
participant that needs to be reported. 
 
Tip: Use the Back to employee list link to 
find the next participant to report. 
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Step 4:  Once all participants have been 
reported, select “Review All”.  Confirm the 
total amount being reported, then click “Send 
to BPA”. 
You should receive on-screen confirmation 
that your data was successfully sent. 

 
  
 

Please send any feedback regarding these instructions to: 
autorollovers@bpas.com. 

 
PLEASE NOTE:  

ACH Transfers will not be accepted and will be returned to the source. 
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