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Selected date: October 31, 2017
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Step 1: Select “Add Pay Date” from the
“Contributions” drop down menu.

https: ffcensuspra.bpah. comfsystem/nonrafaddppd. aspx

Select today’s date and click “Add”
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Dashboard Plan Configuration | Employess | Contributions | Repots | Tools | Help | LogOut |
our user role is: TPA Administrator Select a plan to edit: | 800014 - AUTOROLLOVERS ... 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
R e e g 0.00 O | Edit |
A AT Eoate 0.00 Q | Edit |
g g g 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: Select “Import Period”

Red rows indicate employees with |
Yellow rows indicate employees with i

.Sen

/ | Import Period |
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Import Contribution File

“Filetype: Comma-separated values "|

“Upload file: | Choose File | Ma file chosen
/ |.L.lploac| | | Resat Map |

©

Organize + New folder =~ M @

L |“H < Documents  » AutoRolovers v & | | Search AukoRollovers P |
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Step 3: Browse to your comma separated open - coree [

value file (.csv) containing columns for; SSN,
name, address, DOB, traditional and/or roth
rollover amounts, and today’s date. Choose
Open, Select Upload.

Please wait while your Preview data is imported.
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Dashboard Plan Configuration |  Employees | Contributions | Repots | Tools | Help | LogOut |

Your user role is: TPA Administrator
You are viewing plan: 800014 AUTOROLLOVERS

Espafiol

Import Preview

Use this page to map your file and preview your data. This import preview validates formatting only (i.e.
an extra comma in a name or address field).

Any changes you make to this preview will not be saved to your ariginal data file. Once you have
previewed the data and are ready to Import, click the Import Data button. Any employees with invalid

personal data or invalid contribution data will be displayed in your Edit pay date screen.

This data preview will be saved for 7 days, or until you perform the final irmport. If you need to come back
to this view later, use the Import button on the Edit Pay Date screen.

Show only rows with errors. '® Show all rows.

_ Submit Map Changes || Import Data

It appears the first row of your import file may be a header row. Please check the data and
delete the row if it is a header.

| [EEN 4 B v [ First Name v [ ast Name v [ address | ity

| Delete | DIv/SUB OPTIONAL | [SSN FIRT NAME LAST NAME ADDRESS cIry

— | Delete | PLNA 1111111 ANTHONY ADAMS 123 MAIN STREET ANYTOWN
| Delete | PLNA 222222222 BEATRICE BAKER 124 MAIN STREET ANYTOWN
| Delete | PLNE 333-333333 CYNTHIA

Step 4: Define the Field Map using the drop down
menus for each column in your spreadsheet.

| Delete | PLMB | l444-44-4444 DAVID

Step 5: Select “Submit Map Changes” — this will
save your field map for the next time you import a
file.

*If your file contained the header row, that row will
need to be deleted.

Step 6: Select “Import Data”
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Dashboard Plan Configuration | Employess | Contributions | Repots | Tools | Help | LogOut |
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 Cmtrihutims Reviewed| Edit
b g b g g 0.00 @) | Edit
AR SR AR 0.00 O Edit |
g IR g 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 7: Click the “Review All” button.
Red rows indicate employees with invalid c

Yellow rows indicate employees with invalid pe

Step 8: 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.




