6 Rhoads Drive, #7 | Utica, NY 13502

() 866.401.5272 | 315.292.6900 (I) autorollovers.com
overs

AUTORO|

B PAS servioce

CensusPro® - Adding Employees

ocenSUSPRo

a BPAS Service

Dashboard Plan Corfiguration |  Employees |  Contributions | Repots | Tools | Help | LogQut |
“Update Employees

Your user role is: TPA Administrato : Select a plan to edit: | 500014 - AUTOROLLOWERS ... ¥
-Add/Edit Employees

You are viewing plan: 800014 AUTOROL 5 Delete Employees * Active Terminated All

Espafiol

Administrative Dashboard
Plans and Users

Locked Out Users: 0
Selected plan: 800014 - AUTOROLLOVERS .

Usgers online: (17 total users online)  Manage logged-in users.

Registered users: 3 plans  Manage user accounts.
Step 1: Select “Add/Edit

pay Date staff Employees” from the “Employees”
Default View Displays L
drop down menu.

Data pending: 0 “iew details

Data sent to BPA: 0 Mew details

https: ffcensuspra.bpah. comysystem/plajempinfa. aspx 5 MView details




AUTOROllovers

a B PAS servioce

'® Show all employees.

Employee Information

" Show only employees with invalid data.

Click here to view automated QP import history

Contributions | Reporis [ Tools [ Help [ LogOut |

6 Rhoads Drive, #7 | Utica, NY 13502
 866.401.5272 | 315.292.6900 ([) autorollovers.com

0 edit: | 500014 - AUTOROLLOVERS

Quick look-up by SSN

Search

Diw/Sub

First Name

Last Hame

Details

Dietails

Deetails

Details

Step 2: Select “Add”.




6 Rhoads Drive, #7 | Utica, NY 13502

() 866.401.5272 | 315.292.6900 (I) autorollovers.com
overs

AUTORO|

a B PAS servioce

.CenSUSPRO

a BPAS Service

Dashhoard Plan Configuration |  Emplovees | Contributions | Repots | Tools | Help | LogOut |
Your user rale is: TPA Administrator Select a plan to edit: 300014 - AUTOROLLOWERS ... v
‘fou are viewing plan: 800014 AUTOROLLOVERS ® Active  Terminated  All
Espafiol

Employee Information
Back to employee list.

*Labels in bold indicate required fields

*SSN: Div/Sub:
“First Hame: *Last Hame: *Gender: | Wale ¥
*Birth Date: (MMIDDSY Y YY) *Entry Date : (MM/DDAY Y YY)
Term Date : (MMIDDS Y YY) Re-Hire Date : (MM/DDAY Y YY)

*Address 1:
Address 2:
*City: *State: v *Zip Code:

Step 3: Enter all required participant information (denoted
with an “*” and bold) and click Save. 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).

Once all participants have been added,
proceed to Reporting Rollover Amounts
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AUTORO

a B PAS servioce

CensusPro® - Reporting Rollover Amounts

Ocensus

Dashboard Plan Configuration Employees

[ Tools | Help ]| LogOut |

0 edit: 800014 - AUTOROLLOVERS
oFs  Terminat

Add Pay Date
Octaber v||2017
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B Data pending M Data submitted
B Data received by BPA
O Currently selected date

Selected date: October 31, 2017

cancd Step 1: Select “Add Pay Date” from the

“Contributions” drop down menu.

hktps: ffeensuspra, bpah, comysystern/nonra/addppd. aspe

Select today’s date and click “Add”




6 Rhoads Drive, #7 | Utica, NY 13502
( 866.401.5272 | 315.292.6900 () autorollovers.com

AUTOROollovers

a B PAS servioce

ocenSUSPRo

a BPAS Service

Dashboard Plan Configuration | Employess | Contributions | Repots | Tools | Help | LogOut |
our user rale is: TPA Administrator Select a plan to edit: | 800014 - AUTOROLLOWVERS . v
You are viewing plan: 800014 AUTOROLLOVERS ® Active  Terminated Al
Espariol
Edit Pay Date

Back to calendar.

Pay Date: 10/31/2017
Quick look-up by SSN

® Al Employees Active Employees
Employees Y¥ith Errors Ermployees To Review S
SSN Div/Sub First Hame Last Name Contributions Reviewed Edit
e m— e e — 0.00 O | Edit |
g g g i = ||
AR~ FTRB. R it 0.00 O | Edit |
12345678310...
\/Re\riewed ONDT reviewed XF'rior year terminated employee (review not reguired)
Total of all contributions for this pay date; $0.00 | Review All |

Step 2: Locate the participant that needs to

Red rows indicate employees with |
Yellow rows indicate employees with i be reported and select “Edit”.

| Import Period | | Sen
Tip: Be sure to mark “All Employees”.
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AUTORO

a B PAS servioce

| Reports | Tools [ Help | LogOut |

dit: 500014 - AUTOROLLOVERS ...

Edit Pay Date

/ Back to employee list.  Back to calendar

Contribution details for, JOHN DOE

TRADITIONAL ROLLOVER:

| Save and Next || Save || Cancel |

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
4 find the next participant to report.




6 Rhoads Drive, #7 | Utica, NY 13502
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overs

AUTORO|

a B PAS servioce

) censusPrRO

a BPAS Service

| Dashboard | Plan Configuration | Employees | Contributions | Reports | Tools | Help | LogQut |
our user rale is: TPA Administrator Select a plan to edit: | 800014 - AUTOROLLOWVERS . v
fou are viewing plan: 800014 AUTOROLLOVERS ® Active  Terminated Al
Espariol

Edit Pay Date

Back to calendar.

Pay Date: 10/31/2017

® Al Employees Active Employees Quick look-up by SSH

Employees Y¥ith Errors Ermployees To Review

Search
SSN Div/Sub First Hame Last Name Cmtrihutiuns Reviewed| Edit
SR g— ST . 0.00 O | Edit
AR SR AR 0.00 O ' Edit |
AR~ FTRB. R it 0.00 O | Edit |
12345678810,
\/Re\riewed ONDT reviewed XF'rior year terminated employee (review not reguired)
Total of all contributions for this pay date; $0.00 | Review All |

Step 4: Once all participants have been
Red rows indicate employees with invalid con . .
reported, select “Review All”. Confirm the

Yellow rows indicate employees with invalid perg
total amount being reported, and then

click “Send to BPA”.

You should receive on-screen
confirmation that your data was
successfully sent.

Import Petiod | | Send to BPA

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.




