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CensusPro® - Employee Update Feature

A user who needs to submit updated information for an Employee Record can utilize the Employee
Update feature. The data elements able to be updated through this feature are name, dates, and

addresses.

*If you need to correct a social security number, please call a member of the IRA Department for assistance.
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Plans and Users

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

Users online: (21 total users online)  Manage logged-in users.

Registered users: 3 plans  Manage user accounts.

Pay Date Status
Default View Displays Last 90 days

Data pending: 2 Mew details

Step 1: Click on the Employees - Update
Employees submenu item.
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w-—-:::: « .:-::? s Step 2: Update any information, Click “Save”.

All of the employees will be listed. All of the fields (except
social security number) are editable fields that can be
updated.

Step 3: Click “Send to BPA”, once all necessary
updates have been entered.

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




