Online Payroll Remittance Manual for Employers

Before you start using the online payroll website

Fraud Filter and Bank Changes
Depending on your bank’s ACH fraud filtering mechanisms, you may need to identify Ameriprise and

National Benefit Services, LLC (NBS) as trusted banking partners.

Company Name for transactions: AMERIPRISE/NBS
Company ID for transactions: D411667086

If you ever change your bank account, you will need submit an ACH Change Form to NBS. A test debit will be
completed on your new bank account before you can remit funds again. This form can be printed from the login

page.

Important note - If you are using Microsoft Internet Explorer, please use version 9 or later. Internet Explorer 8

and earlier versions are not supported. Google Chrome and Firefox are supported.

Using the website

Login Screen - https://www.nbspayroll.com/

Training Materials Enter your username and password that

Online Payroll Remittance

were emailed to you and click “Login.”
Documents

1. OPR Manual
2. OPR ACH Agreement

3. OPR Change Form Make sure that you have “Employer”

SRS selected from the dropdown menu.

1. General Website Overview

2 Navigating the Plan Info Page and Reports
3. View and Modify Employee Information

4. Using the Process Payroll Module Instructions for changing your password
5. Using the Process Payroll Module Employer . X

were emailed to you with the password.

Toll Free: 1 (877) 938-7310 Note: Both entries are case sensitive. If
PayrollSupport@nbsbenefits.com you fail to login three consecutive times

t could be disabled. .
Note: Both entries are case sensitive. If you fail to e s | We recommend that YOU make thlS Page

login three consecutive times your account could LOGIN a favorite in your bI'OWSGI' fOI‘ easy
be disabled.

access.

Training Materials

This manual, the Online Payroll Remittance (OPR) ACH Agreement, the OPR Change Form, and training
videos are available on the login page. Use the Change Form to change the bank account that funds pull from
and to update contacts for your group. This manual will give you the basics to start using the website to

process retirement contributions.
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Employer Home Page

This is the main page you will see after logging in. If you have access to multiple plans, you will first need to
select one of the plans to get to this page.

a Plan Info Payroll Remittance Reports Employee Search Add Employee

1 2

. =
Plan Information
DEMO EMPLOYER 3 - BOULDER CO
Payroll Remittance ID: 999993 4
Primary Contact Secondary Contact 8523 S REDWOOD RD
Kathy Smith Fred Jones WEST JORDAN UT 84088
ksmithdemo@demoplan.com fionesdemo@demoplan.com Phone 8779387310
PRD TURNED ON: NO
LAST CONTRIBUTION OPR: NO Largest anticipated online payroll transaction amount: $5000 5
LAST CONTRIBUTION METHOD: Please contact NBS to make exceptions and changes.
Plan contact / File attachment: Payroll Support <PayrollSupport@NBSBenefits.coms
Payroll is processed: Monthly
Payroll Contributions
Next scheduled payroll begins on 12/31/2019.
Date Division Amount Status
10/02/2019 Default $1.025.00 Settled
1. Payroll Remittance — To submit retirement contributions, click “Payroll Remittance” and then click
“Process Payroll” from the menu bar that appears.
2. Reports — This page allows you to generate various reports that you may find useful, such as current

allocations and contribution histories. To view or print your generated reports and PRDs (Payroll Reduction

Details) click on the dropdown under “Reports” and select “View Reports”.

=
Reports
Al
AL
Reports
Generate Reports v —
Generate Reports
View Reports
None v
Report Selection Options
Division(s):
PR Report - Account Totals by Date (Last Name) All Divisions v
PR Report - Participant Totals for Date Selection Select employee:
All Employees v
PR Report - Totals Processed by Date
Select export file type: Available plan years:
PR Report - Totals Processed by EE & Dates Adobe Acrobat (PDF) v 01/01/2019-12/31/2019 v
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3. Employee Search — Click here for more information on employees, to terminate employees, or to view
allocation amounts and account numbers. Please note that employee account balances that display in this area
reflect NBS contribution processing only and will not include corrections or other activity that occurred after
NBS initially processed the contributions and sent them to Ameriprise for deposit. They will also not include

any gains, losses, or actual balance information.

4. Plan Info — Here you will find your company name, Payroll Remittance ID, and current primary and

secondary contacts.

5. Largest Anticipated Transaction Amount - If you submit a payroll with a total amount over this limit,
the payroll will not be processed until you notify NBS by email to raise the amount or to make an exception. If
you anticipate submitting a payroll that will exceed this amount, please reach out to NBS to have it adjusted.

6. Payroll Contributions — Your next scheduled payroll period and recently settled payroll submissions
will display here. Contributions that you submit online do not show as “settled” until two business days after

submission. View details of settled payrolls by clicking on the date. (See below)

Contribution History

Source All
10/02/2019
| To date:

Show account history from: i |
10/02/2019
=i

Social Security #:

SUBMIT

1-1of 1
-- Details 10/02/2019 Contribution of $1,025.00 Show participants

Process Payroll
When you click “Process Payroll” under the Payroll Remittance section, it will open the Online Payroll

Remittance area of the website where you can submit retirement contributions.
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Online Payroll Remittance

® e &

Play Play All Print

There are 3 ways to enter your payroll data:

Process Selection:

Payroll v

Process Method:

Upload a file
@ Manually enter contributions
Copy information from a previous payroll period

Uncompleted and previous submissions

1. Upload a file (pages 7-10)
2. Manually enter Contributions (pages 3-7)
3. Copy information from a previous payroll period (pages 10-11)

The option of “Uncompleted and previous submissions” is where you will find any
completed or previously started, but not completed payroll contribution submissions.

Manually enter contributions

After selecting the option to manually enter contributions, click “Next” to move to the payroll period selection

page. Click to highlight the payroll period you're remitting funds for and then click “Next.” If the available

payroll periods are not correct, please call or email us and we are happy to adjust the payroll schedule to

your needs.

Online Payroll Remittance

Process Selection:

Payroll v

Process Method:

Upload a file

(® Manually enter contributions
Copy information from a previous payroll period
Uncompleted and previous submissions

Tip: If you cannot find your needed payroll date, check in “Uncompleted and previous submissio

® &

Play  PlayAll  Print

Select Pay Period
Process Format:

Web Payroll (SEP&S.. ¥ DATA FORMAT

Select division:
All v PRINT GRID
Division Status Schedule Payroll Period Participants Error/Waming Records
Default Not started Weekly 1 08-20-2019-08-26-2019 0 L]
Default Not started Weekly 1 08-27-2019-09-02-2019 0 L]
Default Not started Weekly 1 09-03-2019-09-09-2019 0 L]
Default Not started Weekly 1 09-10-2019-09-16-2019 0 0
Default Not started Weekly 1 09-17-2019-09-23-2019 0 0
Default Not started Weekly 1 09-24-2019-09-30-2019 [ 0
Default Not started Weekly 1 10-01-2019-10-07-2019 (] 1]
nNefauls Mot started Weeldy 1 1n.02010.10-14.9m 0 n n e
START OVER PREVIOUS
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Edit Data

On this page you will enter employee information and contribution amounts. The image below explains

some of the essential buttons on this page:

Edit Data

File{s):
All Files

Name - Last

500000000

123456789 Clark

E S O O

Delete Refresh Agd All Add New

© 7 L=

Add Existing Validate Recorde Print Errors. Print

Bustler

Payroll Totals — After
entering amounts and then
clicking the save button,
you can click this button to
see a total of what has been

entered.

Delete — This will delete
the employee from this
payroll period only. If
you later choose to copy
a previous payroll period
from which an employee
was deleted, then that

employee will not show

up.

3]
©

E il
o

id Download

Payroll period: 10/22/2019 - 10/28/2019

- First v SEPIRA v SIMPLEIRA v
Brysi 0.00 0.00 ~
Nathan 0.00 0.00

Bouglas 0.00 0.00

Add Employees Buttons — Use the “Add All”
button if you want to add all employees in the
system for your company at once. The “Add
Existing” button allows you to search for and add
each employee individually. If you have a new
employee, you can click “Add New.” Please
contact your Ameriprise advisor to ensure the

new employee has a valid Ameriprise account

setup and readv to accept funds.

Instructions for entering amounts for employees

a) Click the “Add All” button to show all employees.

b) Enter the amounts for each employee in the correct column for the source or type of money you are

submitting by clicking on the cell next to each employee’s name. If you are missing a source column,

please call or email us so we can add it for you. You may have employees listed that you will not be

submitting funds for on this pay period. If so, you can either leave their amount at “0” or remove the

employee by clicking anywhere on their row and then clicking “Delete.” If you delete employee(s), the

next time you process contributions, you can choose the option to copy information from a previous

payroll period and the deleted employee(s) will not appear.

1. If you have a SIMPLE IRA plan, please combine the SIMPLE IRA employee and employer match

portions together.
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2. If you have a 403(b) plan, please enter the employee and employer contributed funds into separate

source columns. If you need a 403(b) employer source column added please call or email us.

c) You can click “Save” to update your column subtotals. The “Payroll Totals” button will show your total

payroll deposit amount.

d) After you have finished entering data and verified your totals, click “Next” to move forward.

Totals / Funding

On this page you will confirm totals and select your method of funding. The funding method shown is based
on the agreement you sent to NBS (most likely ACH Pull). Click “Previous” if you need to go back and make
any changes. After clicking “Complete” at the bottom of the screen, you will not be able to make any additional

changes.

Data Validation Center @ FG@' =

Overall Progress: 67% Complete

Totals / Funding

Payroll Totals:

(® Submit for final processing PRINT GRID

Division Participants New Participants Total Payroll Deposit SEP IRA SIMPLE IRA
Default 9 0 53200 200 5000 A
Totals 9 0 5200 200 5000 "

Funding/Deposit Information
Method of funding:
Select a funding method .

Select a funding method
ACH Pull

Special instructions: \

START OVER PREVIOUS COMPLETE
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Confirm/Import

This is your confirmation that the payroll contributions have been submitted. You can now click on “Exit” to
return to the Plan Info page, or click “Start Over” if you have contributions to submit for another payroll
period.

If you are paying by check you MUST print your confirmation page and mail it with the check. If you are
sending an ACH or Wire to Ameriprise, instructions on how to send the funds will be displayed under
“Funding instructions.” To print the page for your records, click “Print” at the top of the page. You will not be
sent an email confirmation.

Data Validation Center Piay

Overall Progress: 100% Complete

Confirm / Import

& Your request has been submitted for processing. Your request ID is 2002691, Date/Time is Oct 29, 2019 at 12:10:16 pm

Funding Summary
Plan: DEMO EMPLOYER 2 - CULVER CITY CA
Division:  All
Payroll period:  Weekly 08/13/2019 - 08/19/2019
Method of funding: ACH Pull

Contribution Summary

SEPIRA 5200.00
SIMPLE IRA  $5,000.00
Total Payroll Deposit  55,200.00

Funding instructions:

You have requested to have pulled from your designated bank account.

Upload a File

This option is helpful if you have many employees and manually entering amounts would be inefficient.

Select pay period

Click to highlight the payroll period you're remitting funds for and then click “Next.” If the available payroll
periods are not correct, please call or email us and we are happy to adjust the payroll schedule to your
needs.
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Select Pay Period

Select division:

All v PRINT GRID
Division Status Schedule Payroll Period Participants Error/Waming Records

v Default Incomplete Monthly 0 10-01-2019-10-31-2019 4 0

Default Not started Monthly 0 11-01-2019-11-30-2019 0 0

START OVER PREVIOUS NEXT

You must organize your data according to a specific layout. Click “Data Format” to see how your upload file
should be organized. The sequence numbers represent the columns of the spreadsheet. For example, Seq. #1 is
“Name - Last,” so on your spreadsheet, column 1 will be employee last names. Save the upload file as an Excel
file and then click “Select File” to find it on your computer. If you have a header and/or trailer row (an extra
row on the top or bottom of the employee data in the spreadsheet), check “Skip first record (Header Record)”
or “Skip last record (Trailer Record)” boxes that apply. Checking the “Preview File” box will allow you to
verify your data after clicking “Next.” Click “Next” and the file will upload and be validated, and you will be
taken to the “Totals/Funding” page. You will only go to the “Edit Data” page if there is a problem with the data
on your upload file.

Seq. o c
FILE UPLOAD #eq Description Length Type
Process Format: 1 Name - Last 20 Alphanumeric
Web Payroll (All Sources) v DATA FORMAT

2 Name - First 20 Alphanumeric

3 Social Security Number 1 Alphanumeric
Select File 4 403b Employee g Dollar

5 403b Employer 9 Dollar

SELECT FILE
6 SEP IRA 9 Dollar
Skip first record (Header Record) 7 SIMPLE IRA 9 Dollar
aQ Dnct Tav and Nthar (3] Nallar

Skip last record (Trailer Record)

Preview file

Special instructions:

START OVER PREVIOUS

Sequence #4 or column 4 in your file will be the type of money or source you remit, such as 403(b) employee, 403(b)
employer, SIMPLE IRA, SEP, or Post Tax and Other. If you remit contributions under multiple source types, such as 403(b)

National Benefit Services, LLC (October 2019) 8



employee and 403(b) employer, then each source will have a separate column. When you click “Data Format,” you will see

the specific layout you will need to use.

Totals / Funding

On this page you will confirm totals and select your method of funding. The funding method shown is based
on the agreement you sent to NBS (most likely ACH Pull). Click “Previous” if you need to go back and make
any changes. After clicking “Complete” at the bottom of the screen, you will not be able to make any additional
changes.

Data Validation Center @ F@| L4

Overall Progress: 67% Complete

Totals / Funding

Payroll Totals:

(® Submit for final processing PRINT GRID

Division Participants New Participants Total Payroll Deposit SEP IRA SIMPLE IRA
Default 9 0 5200 200 3000
Tatals 9 0 5200 200 5000 e

Funding/Deposit Information

Method of funding:

Select a funding method .

Select a funding method
ACH Pull

Special instructions:

START OVER PREVIOUS COMPLETE

Confirm/Import

This is your confirmation that the payroll contributions have been submitted. You can now click on “Exit” to
return to the Plan Info page, or click “Start Over” if you have contributions to submit for another payroll
period.

If you are paying by check you MUST print your confirmation page and mail it with the check. If you are
sending an ACH or Wire to Ameriprise, instructions on how to send the funds will be displayed under
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“Funding instructions.” To print the page for your records, click “Print” at the top of the page. You will not be
sent an email confirmation.

Data Validation Center 5? FIijJI L4

Overall Progress: 100% Complete

Confirm / Import

@ Your request has been submitted for processing. Your request ID is 2002691, Date/Time is Oct 29, 2019 8t 12:10:16 pm

Funding Summary

Plan. DEMO EMPLOYER 2 - CULVER CITY CA
Division:  All
Payroll period:  Weekly 08/13/2019 - 08/19/2019
Methed of funding: ACH Pull

Contribution Summary

SEPIRA 5200.00
SIMPLE IRA  $5,000.00
Total Payroll Deposit  $5,200.00

Funding instructions:

You have requested t funds pulled from your designated bank account.

Copy information from a previous payroll period

If you choose to copy information from a previous payroll period, you will click to highlight the payroll period
you want remit your current contributions for. Then below, select your pay schedule from the first drop-down
menu. The second drop-down menu allows you to choose the previously-submitted payroll period that you
want to copy.
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Select Pay Period

Select division:
All v PRINT GRID
Division Schedule Payroll Period Participants Error/Waming Records
LiEtauiL UL SLEI e WEERLY | LT 2 | U L 1 u U
Default Not started Weekly 1 08-20-2019-08-26-2019 1] 0 -
Default Mot started Weekly 1 08-27-2019-09-02-2019 ] o
Default Mot started Weekly 1 09-17-2019-09-23-2019 ] 0
Default Mot started Weekly 1 10:08-2019-10-14-2019 ] o
Default Mot started Weekly 1 10-15-2019-10-21-2019 ] 0
Default Mot started Weekly 1 1M-05-201%-11-11-2019 ] 0
Defa Not started Weekly 1 11-12-2019-11-18-2019 ] 0 e

Select Previous Pay Period To Copy

Select pay schedule:
Weekly 1

A current payroll
period and both

Select pay period: dI'Op down

Select pay period :
FEet ey pEe options have to be

Select pay period
08-13-2019-08-19-
2019
07-09-2019-07-15-
2019

selected before
o PREVIOUS
clicking “Next”.

Questions or problems?

If you realize that an error was made after your contributions are submitted, contact NBS immediately so we
can delete the transaction. We can then reopen the payroll period so you can reprocess your payroll
contributions.

If you have any problems or questions during any part of the process, please call or email us.

Phone: 877-938-7310 Email: PayrollSupport@nbsbenefits.com

Hours of operation are 7am to 5pm Mountain Time, Monday through Friday.
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