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Pay Date Status
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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.

|addppd.aspx
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Step 2: Select “Import Period”.
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Import Contribution File

“File type: IComma-separated valuesj
*Upload file: |N:\AutoRoIIovers\TPA_HeIp\AutoRoIIover_U Browse... |
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File Edit View Favorites Tools Help
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lame = | Size | Twpe | Date Modified | Attributes |
File and Folder Tasks 2 UPLOAD, csv 1KE Microsoft Office Exc...  11f10/2010 10:09 AM AC

(7 Make a new Falder
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Web

Other Places 2

I TRPA_Help

B My Documents

a My Computer

&) My Netwark Places

2 untitled Page - Windows Internet Explorer
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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.

Please wait while your Preview data is imported.

[T [ [ memet [®io% -
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Use this page to map your file and preview your data. This import preview validates formatting only (i.e. Address 1
an extra caomma in a name or address field). Address 2
Any changes you make to this preview will not be saved to your original data file. Once you have Ste
previewed the data and are ready to Import, click the Import Data button. Any employees with invalid Zip Code
personal data or invalid contribution data will be displayed in your Edit pay date screen. Plus 4
Gender
This data preview will be saved far 7 days, or until you perform the final impart. If you need to come back Birth Diate
to this view |ater, use the Import button an the Edit Pay Date screen. Hira Date
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Delete | |444-24-2444 |DAvID [DANIELS {126 MaIN STREET JAnyTOWN |
Delate | |55-55-5555 |[EDWARD |[EPPSTEIN [127 MAIN STREET [ANYTOWN [ |
2 R B
T [ & mternet [®1o0w - 4

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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Step 7: Click the “Review All” button.

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

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




