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CensusPro® - File Uploads 
 

 

Step 1:  Select “Add Paydate” from the 
“Contributions” drop down menu. 
 
Select today’s date and click “Add” 
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Step 1:  Select today’s date (if today’s date 
has already been used, you may select any 
date).  Click the “Add” button on the bottom. 
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Step 2:  Select “Import Period”. 
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Step 3:  Browse to your comma separated 
value file (.csv) containing columns for; 
SSN, name, address, DOB, traditional and/or 
roth rollover amounts, and today’s date.  
Select Upload. 
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Step 4:  Define the Field Map using the drop 
down menus for each column in your 
spreadsheet. 
 
Step 5: Select “Submit Map Changes” – this 
will save your field map for the next time 
you import a file. 
 
Step 6: Select “Import Data”. 
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Please send any feedback regarding these instructions to: 
autorollovers@bpas.com. 

 

Step 7:  Click the “Review All” button. 
 
Step 8: Click the “Send to BPA” button. 


