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PSW User Guide: Upload a File

One of the Process Methods on the website is "Upload a file." This method allows the employer to
create a spreadsheet with the participants’ contributions and upload it to the website. This is helpful
when employers have a large participant list or are concerned about typing a number incorrectly. It
also saves one step over the "Manually enter contributions" option - the participant names and a
dollar amount are loaded to the pay period through the spreadsheet.

Log in to the Website

nbsgx

https://www.nbspayroll.com/

Enter your username and :‘ :
Online Payroll Remittance Training Materials
password. sy
1. OPR Manual
H u ] = = PR ACH Agreement
Click “Login. 3 0P ChamgeFom

4. Frequently Asked Questions

Videos

1. Using the Process Payroll Module

PayrollSupport @ nbsbenefits.com

Note: Both entries are case sensitive. If
you fal 10 login thvee consecutive times
your account could be disabled

© 2020 Natonal Benef(t Servces. LLC - informetion cortained on s website s confelential and rtended anty for suthorized users. Uneutharized
o distribation or Capying of Mformation rom Us website 5 Stnctly prohted

Your plan Dashboard will load.

potioacl
Nnbses 9999940
Svces
# Dashboard Planinfo  Payroll Remittance  Reports  Employee Search  Add Employee Plan Selection \/

Plan Information

DEMO EMPLOYER 2 - CULVER CITY CA
Pa Remittance ID: 999994
Contact

Jol @emad com
PRD TURNED ON: NO
LAST CONTRIBUTION OPR: NO Bank Account Number. None

LAST CONTRIBUTION METHOD: nticipated online payroll transaction amount: $1250
tact NBS 10 make exceptions and changes

act / File attachment Payroll Suppo

>ayroll is processed

Payroll Contributions

1-877-938-7310 payrollsupport@nbsbenefits.com www.nbspayroll.com 3


https://www.nbspayroll.com/

Choose Process Method

To process contributions, on the dark toolbar at the top, select "Payroll Remittance."

Then, select "Process Payroll."

Dashboard Plan Inf Payroll tance Reports mployee Search Add Employee Plan Selection

Plan Informatiov2

Comtnbution History

DEMO EMPLOYER 2 - cccv v s v wrn
Payroll Remittance ID: 999994

Pomaty Contact Secondary Co 515 ELM STREET

John Doe Jane Doe LOS ANGELES CA 84120

johndoe@email com janedoe@email.com Phone 8018675309

PRD TURNED ON: NO

LAST CONTRIBUTION OPR: NO Bank Account Number. None

LAST CONTRIBUTION METHOD: Largest anticipated online payroll transaction amount: $1250
Please contact NBS 10 make exceptions and changes

B8SBenefits. com>

Plan contact / File attachment Payroli Support <Payroll

Payroll is processed Moathly

Online Payroll Remittance ®© @ & File

Then, click "Next."
Process selection

Payroll v

Process Method

(@) Upload a file

Manually enter contributions
Copy information from a previous payroll period

Uncompleted and previous submissions

Tip: 1f you cannot find your needed payroll date, check in “Uncompleted and previous submissions” for payroll periods that show as incomplete.

1-877-938-7310 payrollsupport@nbsbenefits.com www.nbspayroll.com 4



Select a Pay Period

In the grid, select the pay period for which you want to make contributions, by clicking on the

pay period. The pay period will highlight yellow when it is selected.

Data Validation Center

Overall Progress 0% Complete

Select Pay Period

Select division
All \d PRINT GRID

Monthly 0

Default Not starned

START OVER BACK B

Payroll Period Status Incomplete section before continuing.

If everything is correct, click “Next.”

Data Format

If this is your first time
. ) Data Validation Center
uploading a file,

please be sure to click Overall Progress: 25% Complete

the Data Format EEUBIOAD

button. This will show —

yOU in WhICh Order tO Web Payroll (All Sources) DATA FORMAT
lace your data

P y Select File

columns in your file.
SELECT FILE

Skip first record (Header Record)
Skip last record (Trailer Record)

Preview file

Special instructions

START OVER BACK

Check to be sure
that the pay
period’s status is
“Not Started,” and
the number in the
participants
column is “0.”

If the status is
“Incomplete” or if
there is a number
other than “0” in
the participants
column, please
see the Fixes:

® & &

Play PlayAll Print

z
7]
3
c
3
2
»
2
£
3

g
E

a

1-877-938-7310 payrollsupport@nbsbenefits.com www.nbspayroll.com



Use this information
to format your
spreadsheet. Seq # 1
will be your first
column (Column A),
Seq #2 will be your
Day Month second column

Description Format Separator leading leading

zero zero (COIUmn B), etc.

File Layout - Web Payroll (SIMPLE)

Element Specification 4 Elements  DER Rules

Social Security Number Alphanumeric N
Name - Last Alphanumeric

Please note: different

Name - First Alphanumeric
SIMPLE IRA Dollar plans may have a

different data format.

If you have multiple
plans, please be sure
to check the Data
Format for each plan.

A2 v [l Jfi~
Depending on your plan’s
P & y P A B C D E

Se?uence 1 Sequence 2 Sequence 3 Sequence 4
L

Data Format, your 1
spreadsheet may look like 2
the one for this Demo plan. 3
4
5

A B C D E
Social Security Number Name - Last Name - First Dollar Amount

1
2
3
=

1-877-938-7310 payrollsupport@nbsbenefits.com www.nbspayroll.com 6



Add your data to the spreadsheet using the following guidelines:

The social security
Ad v i Jx ~ || 123456789
- number field should

; i - £ - 2 ! D ! E contain ONLY numbers (no
1 | Social Security Number Name - Last Name - First Dollar Amount dashes). You may format
2 000-32-9898 Georgeson William 25 ’ y
3 _45 4 ouse Mickey 25 your spreadsheet cells as a
4 123-45-6789 Bteenhoven Breanne 25 social security number in
5 452-71-2520 Ostertage  Gregory 25 your spreadsheet
< program, but when you

click on the cell, there should only be numbers in the formula bar.

AB v o fx

The first and last name A 8 c D £
fields should contain 1 Social Security Number Name-last Name-First  Dollar Amount
only letters and/or 2 000-32-9898 Georgeson William 25
numbers, no special 3 123-45-4321 Mouse Mickey 25

h 4 123-45-6789 Steenhoven Breanne 25
characters or 5 452.71.2320 Ostertage  Gregory 25
punctuation. 6 | |

The dollar amount field should ONLY contain numbers and a decimal point (if needed). No symbols
or other punctuation are allowed. If the participant’s allocation amount is $1,034.56, then 1034.56
should be entered in the field. A comma or dollar sign will result in an upload error.

Save your file.

*If you are submitting employee-paid and employer-paid funds, please combine the dollar
amounts and type in the cumulative amount per person. With the exception of 403(b) accounts,
Ameriprise does not separate employee-paid and employer-paid funds.

* |f you are submitting funds for a Traditional or Roth IRA, 401(a), and/or Non-Qualified
account, your funds will be allocated under the Post Tax and Other column. The source heading
“Post Tax and Other” is a catch-all source for several different types of accounts. Your contributions
may be pre-tax, but still should be submitted under the Post Tax and Other source if they fall under
one of these plan types.

1-877-938-7310 payrollsupport@nbsbenefits.com www.nbspayroll.com 7



Upload File

Click on “Select File.”

\
Data Validation Center

Overall Progress: 25% Complete

FILE UPLOAD
Process format
Web Payroll (All Sources) v DATA FORMAT
Select File
SELECT FILE

Skip first record (Header Record)
Skip last record (Trailer Record)
Preview file

A

Name Date modified Type

[#5] User Guides - Upload a Filexls 10/22/2024 11:55 AM Microsoft Excel 97...

26 KB

name: ‘ster Guides - Upload a Filexls

¥ ‘

Al Files (*.)

® & &

Play PlayAll Print

Cancel

If your spreadsheet has a header and/or footer, check the appropriate boxes.

Select File

User Guides - Upload a File xis SELECT FILE

Skip first record (Header Record)

Skip last record (Trailer Record)

Preview file

Special instructions

z
7]
3
<
3
=)
=
]
(2]
2
2
]
m
4
3
5
2

Navigate to where
you saved your
file.

Click on the file.

Then click “Open.”

puedx3 01 )

1-877-938-7310 payrollsupport@nbsbenefits.com www.nbspayroll.com



If you want to view the data in your file prior to uploading, check the “Preview file" box. We
recommend previewing your file to ensure that the data is in the correct columns.

Select File

User Guides - Upload a File xIs SELECT FILE

u Skip first record (Header Record)

Skip last record (Trailer Record)

u Preview file

Special instructions

You will see a popup letting you know that your file is uploading.

File Upload

File name: User Guides - Upload a File xls

)

Uploading file. Please wait...

1-877-938-7310 payrollsupport@nbsbenefits.com www.nbspayroll.com 9



In the popup window, you will see a preview of your file. If you notice that your columns are in the
wrong order, or your data is in
the wrong column, please File Upload
cancel, correct your file, and

File name: User Guides - Upload a File xis

upload it again.
Initial file format validation complete. Preview file and confirm you wish to

continue to import the file
Please note that there is a Name - Last Name - First Social Security Number 403b Emph
scroll bar on the side, so that
you can see the rest of your

Banks David 000004564

participants Christianson Elizabeth 000000123

Doe Jane 528999999

When you've checked your

data, click the “OK” button. CANCEL

You will see a line of text that
says that the file is being

File name: User Guades - Upload 3 File xis imported.

File 15 beng imported. Please wail

sunrel SeCurity Numbes 4030 Empi

1-877-938-7310 payrollsupport@nbsbenefits.com www.nbspayroll.com 10



Data Validation & Completion

The Data Validation L
Data Validation Center 9, 6)3 -

Center page will load.

Overall Progress: 75% Complete

. =
Totals / Funding 2
c
Payroll Totals )
=}
Fundi D it Inf PRINT GRID z
@Submll for final processing unding/Deposit Information [
o
S
Division Participants New Participants Total Payroll Deposit 403b Employee 403b Lo
o
m
Default 4 0 100 100 0 i
3
Totals 4 0 100 100 0 &
»
Method of funding

Select a funding meth.. v

START OVER BACK

Did a blank page load? Scroll up.

1-877-938-7310 payrollsupport@nbsbenefits.com www.nbspayroll.com 1



In the "Data
Validation Center,"
verify your
number of
participants
(number of names
in your
spreadsheet this
payroll period,
regardless of
whether they are
receiving funds)
and the Total
Payroll Deposit. If

the Total Payroll Deposit is not correct, please see the Fixes: Total Payroll Deposit Incorrect or the

Data Validation Center

Overall Progress: 75% Complete

Totals / Funding

Payroll Totals
PRINT GRID

403b Employee 403b

Funding/Deposit Information

@ Submit for final processing

—
Participants

-
Total Payroll Deposit

Division New Participants

Default

Totals 100 0

Method of funding

Select a funding meth.. v

COMPLETE

START OVER BACK

Fixes: Total Payroll Deposit Doubled (or Multiplied) sections before continuing.

Data Validation Center

Choose your "Method of

CARC . |

funding" from the

Overall Progress: 75% Complete

Totals / Funding

Payroll Totals

(® submit for final processing
Division

Default

Totals

Method of funding
ACH Pull

START OVER

Clicking the "Complete" button authorizes us to begin the process of pulling the funds from
your bank account. We will begin the process the following business day. If you notice an error

Participants

4

4

BACK

=
3
4 plans, the option will be
=}
Funding/Deposit Information 3 "ACH Pu ” n
> .
New Participants Total Payroll Deposit 403bEmployee  403b 2
8
0 i
0 100 100 0 H
0 100 100 0 2

button.

| COMPLETE

have one option. For most

Once you choose your
"Method of funding," you
can click the "Complete"

z
3
c
=z
o
z
w
(2]
2
=
3
m
14
3
5
o

dropdown. You should only

after clicking the Complete button, and want your payroll period deleted, call us at 877-938-7310 to

see if we can delete your transaction. If the payroll period has already been submitted to the bank,

we will not be able to delete the transaction.

1-877-938-7310 payrollsupport@nbsbenefits.com www.nbspayroll.com
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Data Validation Center

Play A

Overall Progress: 100% Complete

Confirm / Import

© Your request has been submitted for processing. Your request ID is 3444916, Date/Time is Oct 23, 2024 at 022410 pm

Funding Summary

Plan.  DEMO EMPLOYER 2 - CULVER CITY CA

Division: Al

Payroll period-  Monthly 09/01/2024 - 09/30/2024
Method of funding:  ACH Pull

Contribution Summary

SIMPLE IRA  $100.00
Total Payroll Deposit ~ $100.00

Funding Instructions

You have requested 10 have funds pulled from your designated bank account

START OVER

Exit or Start Over

At the bottom of the Confirm/Import page, there are two buttons - "Start Over" and "Exit."

Plan:

Division:

Payroll period:
Method of funding:

Contribution Summary

403b Employee
403b Employer
Military Allotment
SEP IRA
SIMPLE IRA
Post Tax 401k Other
Loan Payments
Total Payroll Deposit
Funding Instructions

DEMO EMPLOYER 1 -19.0 - WEST JORDAN UT
All

Biweekly 07/01/2024 - 09/30/2024

ACH Pull

$5,020.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$5,020.00

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

START OVER

EXIT

is "Complete" a
Confirm/Import page
will load. If you would
like a confirmation
page, please print or
save this page.

Once you close this
page, we cannot
generate it again. We
can send you an email
(upon request) with
the same information,
but we cannot get this
exact page back.

' Click "Exit" if you wish
to go back to your Plan
Dashboard.

If you wish to make
another contribution,
please click the "Start
Over" button to be
taken back to the page
where you can choose
your Process Method

for your next
contribution.

1-877-938-7310 payrollsupport@nbsbenefits.com www.nbspayroll.com
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Fixes

Sometimes a payroll period doesn't appear to be functioning the way it should. Below are some fixes
if these are happening to you. If you have a different issue, please check the Fixes: Troubleshoot

Your Upload File section. If that doesn't work, please call us at 877-938-7310.

Payroll Period Status Incomplete

When you are on the Data Validation Center page that allows you to select a payroll period, if the
payroll period you want to use has the status listed as “Incomplete,” that means that a file has
already been uploaded to the payroll period, but it was not completed. To continue processing, you
can either Clear a Payroll Period or Upload a File.

Clear a Payroll Period allows you remove any existing data from the payroll period, then upload a

new file to the payroll period.

Upload a file allows you to upload an additional file to the payroll period. If you upload a file to an
incomplete payroll period, you will be adding the information from your current file to the
information in the previously uploaded file. This may result in duplicate information and/or incorrect
allocation amounts for each person, see Total Payroll Deposit Doubled (or Multiplied).

Data Validation Center

Overall Progress: 0% Complete

Select Pay Period

Select dvision

Division Swuatus Schedule Payroll Penod Participants Error/Warming Records
Default Incomplete Monthly 0 09:01-2024-09-30-2024 R 0
Default Not staned Monthily 0 10-01-2024-10-31-2024 0

Default Not staned Monthly O 11-01-2024-11-30-2024 0

1-877-938-7310 payrollsupport@nbsbenefits.com www.nbspayroll.com 14



Total Payroll Deposit Incorrect

Data Validation Center

Overall Progress: 75% Complete

Totals / Funding

Payroll Totals

(@) Submit for final processing

Division Participants

Default

Totals 4
Method of funding
ACH Pull v
START OVER BACK

Funding/Deposit Information
=

Total Payroll Deposit

New Participants

SIMPLE IRA

After you upload your
file, and your data is
validated, if you notice
an error in your Total
Payroll Deposit amount,
you can correct this
before you hit the
“Complete” button.

If you notice the error
after you hit the

ETE Complete button, please
call us at 877-938-7310

to see if we can delete the pay period before it is submitted to the Ameriprise bank account for

processing.

Click the back button that
is built into the website,
NOT your browser's back
button.

Data Validation Center

Data Validation Center

Overall Progress: 75% Complete

Totals / Funding

Payroll Totals

(@) Submit for final processing

Division Pamapants New Participants
Default 4 0
Totals 4 0
Method of funding
ACH Pull
START OVER BACK

Overall Progress: 50% Complete

Edit Data

M o~ &5 i o O

Payro Touats Oetete Refresh Add An
000329898, Georgeson, William
File(s)

All Files CLEAR FILTERS

Y  Social Security Numbes

No Valig 000329898
No Valid

No Valid

No valid

T

(+] () = = O

AddEusting  Valate Records Priet Geid. ownsad

Payroll period: 09/01/2024 - 09/30/2024

Y SIMPLE IRA Y
Georgeson William 2500
Mouse Mickey 2500

Breanne 2500

30+ items per page

Funding/Deposit Information

Total Payroll Deposit SIMPLE IRA
100 100
100 100

This brings you to a page where
you can edit the participant list as
well as the dollar amounts for
each participant, without needing
to edit and reupload your
spreadsheet.

1-877-938-7310 payrollsupport@nbsbenefits.com www.nbspayroll.com
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Edit Dollar Amounts

To edit a dollar amount, simply place your cursor in the funding type column next to the
participant's name. Then type the new dollar amount. A red triangle will appear next to the dollar
amount (as well as any other unsaved changes) until the "Save" button is pushed or the payroll is
processed.

® & a Inthisexample
" below, William

Data Validation Center

Overall Progress: 50% Complete Georgeson had
Edit Data $25in
contributions on

M « & # O ©O© 0 @ w ® O
save undo Payrol Totals Delete Retresh Add AN Add New 264 Exsting Valdate Records Print Gaid Downioad th eu p | Oa d ed

000329898, Georgeson, William Payroll period: 09/01/2024 - 09/30/2024 Sp I’eads h eet b ut
File(s)
All Files v CLEAR FILTERS

should have had
$100in

No Valid 000329898 Georgeson William 100 contri b utions.
" ; To correct this,
No valid Ostertage Gregory 2500
No valid Steenhaven Breanne 2500 click into the
== funding type cell
next to William's
Page 1 of 1 30 v ltems per page

name and type in
the correct contribution amount for this payroll period.

Edit Data The red triangle will stay next to
- 5 i o O 0 © W ® O William's contribution amount

000329898, Georgeson, William Payroll pesiod: 09/01/2024 - 09/30/2024 Untll the paer” IS Saved.

File(s)

T e You can make multiple changes

for multiple participants, then

No Vaha 000329898 Georgeson Willam 100.00

No Vaid FEveer Wouse Wickey 2500 save your changes.

No Valid 271

Ostertage Gregory 2500

No Valid 123456789 Steenhoven Breanne 2500 CI ic k th e “Save” b utton.

Verify that you do want to save and
continue by clicking the “Save/Continue"
button.

1-877-938-7310 payrollsupport@nbsbenefits.com www.nbspayroll.com 16



Overall Progress: 50% Complete

Edit Data

]

MY « 5

save

i o © ©

Refresh Add A Add New

© w s O
s e o

Payrot Totals Delete #84 Existing vai

000329898, Georgeson, William
File(s)

All Files CLEAR FILTERS

Name - Last SIMPLE IRA

Social Security Number Y

Page 1 of 1 30 ¥ ltems per page

The red boxes will
disappear and the total at
the bottom of the grid will
be updated.

Payroll period: 09/01/2024 - 09/30/2024

When everything is correct,
click the “Next” button.

T

Your data will be validated.

Go back to the “Data
Validation & Completion”
section of this guide to

finish processing.

START OVER BACK

Edit Participants - Delete an Employee

When viewing your participant list, you may notice an employee who you don't want to be in your
participant list. They may no longer be an employee, or maybe they simply did not make
contributions this payroll period. You can either make sure the participant’s contribution amount is
“0" or you can delete this participant from the current payroll period. They will stay in your Employee
List at NBS forever, but you don't have to keep them in your participant list this payroll period.

UYL UYL Og. we e e

i g
Edit Data 2
H

M-~ C O 0 © W =
Retresn AdGAN  AddNew  AdEusting  ValdsteRecods  PrietGid g

° i

528999999, Doe, Jane Payroll period: 07/01/2024 - 09/30/2024

File(s)

CLEAR FILTERS

All Files

Neme-- y Name-First y 403bEmpl. y  403bEmpl

Y  Social Security Num_. vy

No Pending 42

No Pending 867530021
B

Pending 528999999 Doe Jane 0.00 0.00 I

4,545.00 0.00

Page 1 of 1 30 v items per page

© 2020 National Benefs Services, L - nformation contaned an s webste & confidertial and itended anly for muthorized users. Unautharized dessermination et 2astion or copyeng of information ¥

Click on the participant who you
would like to remove from your
payroll period. Don't worry! If you
accidentally remove someone,
you can always add them back.
The participant is selected when
their row is highlighted yellow.

Once the participant row is
yellow, you can click on the
"Delete" button in the toolbar.

Remember - you are not deleting
the participant from your plan;
you are removing them from this
pay period.

1-877-938-7310 payrollsupport@nbsbenefits.com www.nbspayroll.com
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www.nbspayroll.com says

T E—
Do you really want to delete the selected r z
. a
Edit Data 3
Cancel z
3
- P 2
= L o & | | v Q) O (+] [ ] g
PayollTotals  Delete  Reteesh ASOAI  AdONew  Adotusing  VhdmeRecords  PrimGed 3
™
g
© E
E
Download
528999999, Doe, Jane Payroll period: 07/01/2024 - 09/30/2024
File(s)
Al Files v CLEARFILTERS

urity Num. r Name-First y  403b Empl

Pending 424568589 Demo Meredith 454500 000
No Pending 867530021 Der Beek James 0.00 0.00
No Pending 528999999 Doe Jane 0.00 0.00
>
4,545.00 0.00
Page 1 of 1 30 v items per page

© 2070 National Benef Services, LLC - Information contaned on s webisite s confidertial and Fended anly for suthortzed users. Uneuthorized dsemination, distration of Copyng of formation o

o i g o s
The participant no longer
. . . Edit Data
appears in this pay period.
M e E S O
Save Undo Payroll Totals Delete Refresh Add All
©

528999999, Doe, Jane
File(s)
All Files v CLEAR FILTERS

Social Security Num..

No Pending 424568589 Demo

No Pending 867530921 Der Beek

Page 1 of 1

> Alittle popup will appear at the
top of the screen asking you to
verify that you do want to delete
the participant from the pay
period.

Click "OK" to delete the
participant.

0O © W

Add New Add Existing Validate Records Print Grid

puedx3 031 913 - SNOLLINYLY

Payroll period: 07/01/2024 - 09/30/2024

Name-First y 403bEmpl. vy  403bEmpl.
Meredith 4545.00 0.00
James 0.00 0.00
»
4,545.00 0.00

30 v items per page

©2020 National Benefit Services, LLC - Information contained on this website is confidential and intended only for authorized users. Unauthorized dissermination, distribution of Copying of information fro

1-877-938-7310 payrollsupport@nbsbenefits.com www.nbspayroll.com 18



Edit Participants - Add Participant - Add Existing

B Tl

If you accidentally

removed a Eit Data

participant, or a H o« & i o O
participant decided o e e me e
to resume making Oomnoss

contributions in 424568589, Demo, Meredith DEMO

your pIa n, you can F:(:les v | CLEARFILTERS

add them back to

Name -_

Social Security Num.. vy

Y Status A 4

your payroII No Pending 424568589 Demo
pe I’I Od . No Pending 867530921 Der Beek
On the toolbar,

click on the "Add

Existing" button. R

©

Add Newd

Name-First vy
Meredith

James

3

&

9

(=)

=

v

-0 ] o

© |m = g
Add Existing Validate Records Print Grid )
m

!

Payroll period: 07/01/2024 - 09/30/2024

403bEmpl. y  403bEmpl_
454500 0.00
0.00 0.00
»
4,545.00 0.00

30 v items per page

Severity Error

© 2020 Nationa! Benefit Services, LLC ~ Information contained on this website s confidential and intended only for authorized users. Unauthorized dissemination, distribution or copying of informtion fror

1-877-938-7310 payrollsupport@nbsbenefits.com www.nbspayroll.com
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You can search by participant’s first
or last name, social security

Add Employee Records

Create employee records by using the Search criteria section to locate specific employees that are not already

inthe fle number, or you can scroll through
Search Criteria the list of all the participants who
@ Find name

First name Last name

have ever been in your plan.

Find SS#

Social Security ¢ Name Select EE
567891010 Balak, Jalak Add
000004564 Banks, David Add

000000123 Christianson, Elizabeth Add

Page 1 of 1 50 v items per page

Add Records

Social Security 2 Remove EE

CONTINUE

H n n
Cl |Ck the Add bUtton next to the Create employee records by using the Search criteria section to locate specific employees that are not already
in the file

participant's name. This adds them
to the "Add Records" section.

Search Criteria

@® Find name

Once you have everyone added to First name Last name
your Add Records section, click on =
the "Continue" button. T
Social Security 2 Name Select EE
000004564 B.D Add =
567891010 Balak, Jalak Add
000657354 Crandall, Edith Add

Page 1 of 1 50 v items per page

Add Records

Social Security 2 Name Remove EE

000657354 Crandall, Edith Remove
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g The participant is now
Edit Data 2 .. .
4 on the participant list
- -0 = o .
M « & B O O 0 © = = 4 and is ready to have
Save Undo Payroll Totals Delete Refresh Add Al Add New Add Existing Validate Records Print Grid 8
o 4 their contribution
g
a
Download
added.
000657354, Crandall, Edith Payroll period: 07/01/2024 - 09/30/2024
File(s)
All Files v CLEAR FILTERS
Y Status Social SecurityNum.. y Neme-- vy Name-First y 403bEmpl. vy  403bEmpl_
No Pending 000000123 Christianson Elizabeth 450.00 0.00
I No Pending 000657354 Crandall Edith 0.00 0.00 I
No Pending 424568589 Demo Meredith 454500 0.00
No Pending 867530921 Der Beek James 0.00 0.00
;
4,995.00 0.00
Page 1 of 1 30 v items per page

©2020 National Benefit Services, LLC ~ Information contained on this website is confidential and intended only for suthorized users. Unauthorized dissemination, distribution or copying of information fros

Edit Participants - Add Participant - Add New

Yes, you can add a new participant to your plan. When you use this option, you are creating a
holding space for the client's contributions. Once your payroll is submitted, NBS will receive a
notification that there is a new participant in your plan. We will send a request to the Ameriprise
home office to have the participant's account linked to your plan. If Ameriprise is able to locate an
account that is open and in good standing, they will link the account to your plan at NBS. If they are
unable to locate an open account, or if the account is not in good standing, they will instruct us to
return the funds to you. You will receive an Ameriprise check in the mail within one to two weeks.

It's a good idea to wait to add a new participant to your plan until they have an open Ameriprise
account. Your Ameriprise advisor should fill out and send an Ameriprise 402450 form to the
Ameriprise home office with your new participant's account information. If your advisor has done
this, you may want to check "Add Existing" (in case the account has already been linked to our
system) before you try to "Add New."

1-877-938-7310 payrollsupport@nbsbenefits.com www.nbspayroll.com 21



To add a new participant,
click on the "Add New"
button on the toolbar.

A new line will appear at
the top of your payroll grid.
Type in the participant's
social security number, last
name, first name, and
contribution amount.

VLU U o we v e
| Edit Data
|
" =
| M e« g |
| Save Undo Payroll Totals Delete
Download

000000123, undefined

File(s)

All Files CLEAR FILTERS

T Uy e v e i

Edit Data

o

Refresh

o

Add All

& [}

Delete

= o~

Save Undo

©

Download

Payroll Totals

000657354, Crandall, Edith
File(s)
CLEAR FILTERS

All Files

Social Security Num_.  y  Name-_

|

Add New

Name -First y

-0 -
@ = =

puRdx3 03 )1[) - SNOILINKL

Payroll period: 07/01/2024 - 09/30/2024

403b Empl 403b Empl.-

-

0.00

No Pending 424568589 Demo

No Pending 867530921 Der Beek

No New 000657354 Crandall
Page 1 of 1

Meredith

James

Edith

4,545.00

0.00 0.00

0.00 0.00 =
»

4,545.00 0.00

30 v items per page

Severity Error

©2020 National Benefit Services, LLC ~ information contained on this website is confidentiel and intended only for authorized users. Unauthorized dissemination, distribution or copying of information fros

O

Refresh

O 0 © W =
Add All Add New Add Existing Validate Records Primt Grid

Payroll period: 07/01/2024 - 09/30/2024

puwdx3 0191]) - SNOLLINYLY

The new participant's
information will all have
red triangles at the top
until the payroll period is
saved or processed.

Social SecurityNum.. y  Name-. y Name-First y 403bEmpl. vy  403bEmpl
g ” g
000000123 Christianson Elizabeth

Penang 224500588 pemo Merearn To2500 000

No Pending 867530921 Der Beek James 0.00 0.00

No New 000657354 Crandall Edith 0.00 0.00
»

4,545.00 0.00

Page 1 of 1 30 v items per page
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Edit Payroll Period - Save Payroll
If you have any unsaved
changes (red triangles), you
may wish to save your payroll
period.

Click the "Save" button on the
toolbar.

Edit Data

= -~

Save Undo

Download

000657354, Crandall, Edith
File(s)

All Files

Pyt e v

-
E O

CLEAR FILTERS

o

Add Al

L+

Add New

©

Add Existing

-0 =
] =)
Velidate Records Print Grid

Payroll period: 07/01/2024 - 09/30/2024

puwdx3 01 311D - SNOILINHL

New Y Status Social Security Num. b 4 Name - First A 4 403b Empl. A 4 403b Empl
No Pending 000000123 Christianson ~ Elizabeth 450.00 0.00
No Pending 000657354 Crandall Edith m 0.00
No Pending 424568589 Demo Meredith ToI500 0.00
No Pending 867530921 Der Beek James 0.00 0.00
B
4,995.00 0.00
Page 1 of 1 4 30 v items per page

Severity

On the popup, verify that you want
to "Save/Continue."

Data Validation Center

Are you sure you want to save all changes?

Saving the pay period removed the red Edit Data
triangle from Edith Crandall's H ~ &5 # 0 © 0 © W =
contribution and it updated the total o !

Download

contribution amount at the bottom of the e [

000657354, Crandall, Edith
File(s)

All Files CLEAR FILTERS

grid.

No Pending 424568589 Demo Meredith 454500 000
5,020.00 0.00
Page 1 of 1 30 + items perpage
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Download

Payroll period: 07/01/2024 - 09/30/2024

000657354, Crandall, Edith

File(s)
All Files v CLEAR FILTERS
Social SecurityNum.. y Name-_. vy Name-First vy 403bEmpl- <y  403bEmpl
No Pending 000000123 Christianson Elizabeth 450.00 0.00
No Pending 000657354 Crandall Edith 25.00 0.00
No Pending 424568589 Demo Meredith 4,545.00 0.00
No Pending 867530921 Der Beek James 0.00 0.00
»
5,020.00 0.00
Page 1 of 1 30 v items per page

Severity Error

START OVER BACK

Total Payroll Deposit Doubled (or Multiplied)

I When you have your
current participant
list updated with the
correct contribution
amounts, scroll down
a little bit to see the
"Next" button. Click
the "Next" button to
go to the Data

Validation step.

If you get to the Data Validation step and it looks like your Total Payroll Deposit amount is doubled
(or a multiple) of your correct Total Payroll Deposit amount, you may have uploaded a file over top
of an incomplete pay period that already had a file uploaded. You have two options, you can either
use the “Back” button to edit the payroll period (See: Total Payroll Deposit Amount Incorrect) or you

can use the “Start Over” button to clear the payroll period and reupload your file.

Data Validation Center

Overall Progress. 75% Complete

Totals / Funding

Payroll Totals

Funding/Deposit Information

(®) Submit for final processing

Drvision Parucipants New Parucipams

Default

Totals - 0

Methad of funding

Select a funding method

START OVER BACK

—_—
Total Payroll Deposn

SIMPLE IRA

1-877-938-7310 payrollsupport@nbsbenefits.com www.nbspayroll.com
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Choose “Upload a e s

your process method. Then Online Payroll Remittance 22
click “Next.”

Process selection

See “Clear a Payroll Period” Byl
to learn how to delete a

previously uploaded file S

fro m an | ncom p | ete p ay Copy information from a previous payroll period
. Uncompleted and previous submissions

period.

Tip: 1f you cannot find your needed payroll date, check in “Uncompleted and previous submissions™ for payroll periods that show as incomplete.

Clear a Payroll Period

When you are in the “Upload a file” process method, you may notice that the payroll period you
want to use, has “Incomplete” in the status and has a number in the “Participants” column, other
than zero. This means that a file has already been uploaded to this payroll period, but the payroll
period was not completed.

o ® & &
Data Validation Center
Overall Progress: 0% Complete
Select Pay Period
Select dvision
All v PRINT GRID DELETE

Schadide

Pawrnll Posind Partcinante

09-01-2024-09-30-2024

Default Incomplete Monthly 0

Defaul Not s1aned Monthly 0

Default Not started Monthly O

1-877-938-7310 payrollsupport@nbsbenefits.com www.nbspayroll.com 25



Clck on your ncomplete

payroll period row to select it
(it's selected when it's
hlghllghtEd yeIlow) Then click Overall Progress: 0% Complete

Data Validation Center @ @) L

the “Delete” button. Select Pay Period

Select division

Monthly 0

Monshly 0

Default Not started Monthly 0 11:01-2024-11-30-2024

Check the box next to the file(s)
you want to delete.

User Guides - Upload a File.csv

CANCEL CONTINUE

Then click the “Continue” button.

Delete File Name

u User Guides - Upload a File.csv

1-877-938-7310 payrollsupport@nbsbenefits.com www.nbspayroll.com 26



When the Data Validation Center page reloads with the available payroll periods, the payroll period
you just cleared now says “Not Started” in the status column and the number of participants is “0.”
Select the pay period by clicking on it (it will highlight yellow when it's selected) then click the “Next”
button.

Data Validation Center @ @) L.

Overall Progress: 0% Complete

Select Pay Period
Select division

All v PRINT GRID

Particioants Emror/Warmeno Records

Not started Monthly 0 09:01-202409:30-2024

Monthly 0 10:01-2024-10-31-2024 0 0

Monthly 0 11-01-2024-11-30-2024 0

Go to the Upload a File section to learn how to correctly upload a file.

Troubleshoot Your Upload File

Review Data Format

One of the most common issues with upload files is that the columns are in the wrong order. Check
your plan’s data format to identify which columns your data should be in. See Data Format for more
information.

Below are some of the errors you may get when you upload a file.

1-877-938-7310 payrollsupport@nbsbenefits.com www.nbspayroll.com 27



Error: Invalid Social Security Number

The file upload error screen will show
you the record (or line) number in
your file that has an error. The
information in the “ID” column is the

File Upload

File name: User Guides - Upload a File xIs

File validation done with errors, you must correct the file before uploading

File Validation Errors: 4
Record ID Last First Field Error

data that is in social security number

field. This should be a masked

Name Name

number. If you see anything other Record 2

"*%%%%9999"” where 9999 is the social

Georgeson Social  Invalid
Security Social
Number Security

security number of the person in that

Record 3

Social Invalid

o e’ rS 'l

row, this is a good indication that your
columns are in the wrong order. The
“Field” column tells you which column
has the error. The “Error” column tells
you what is wrong.

PRINT OUTPUT

Record 2 has “Georgeson” in the social security number field. The error is that “Georgeson” is not a
social security number. This is a good indication that our columns are in the wrong order. Check

your Data Format to see in what order your columns should be. Correct your file, save the file, click

“Close” on the error box and upload the file again.

Error: Invalid numeric field

File Upload
File name: User Guides - Upload a File xlIs

File validation done with errors, you must correct the file before uploading

File Validation Errors: 1

Record ID Last First  Field Error
Name Name

Record 2 *****08098 Georgeson William SIMPLE Invalid

field

IRA numeric

PRINT OUTPUT

number.

The file upload error screen will show you
the record (or line) number in your file that
has an error. The information in the “ID”
column is the data that is in the social
security number field. This should be a
masked number. The name columns should
have the first and last names of the
participant. The “Field” is the column where
the error is located. In this case, it's the
“Simple IRA” column - our funding column.
The “Error” tells us what is wrong. In this
case, the Simple IRA column has an invalid

1-877-938-7310 payrollsupport@nbsbenefits.com www.nbspayroll.com 28



If we look at our upload file, we can easily see the issue. The only punctuation allowed in the dollar
amount (or funding) column is a decimal point. We have a comma, which is not allowed.

. A | B | C D E

'Social Security Number Name - Last Name - First Dollar Amoun
000-32-9898 Georgeson William
123-45-4321 Mouse Mickey 25
123-45-6789 Steenhoven Breanne 25
452-71-2320 Ostertage  Gregory 25

Remove the comma, save the file, click “Close” on the error box and upload the file again.

Error: Duplicate SSN Warning

Each participant should be included only one time on each upload file. Adding multiple lines for a
participant in one upload file may result in a system glitch on the backend, which may resultin
delays in processing.

An employer may be trying to

A B C D E
|Social Security Number Name - Last Name - First Dollar Amount indicate employee vs employer
123-45-4321 Mouse Mickey 25 -
S : for a participant. Please only use

-423-0 /0 nnoye
452-71-2320 Ostertage
452-71-2320 Ostertage

DICST]E
Gregory ;
Gregory 25

one row per participant and
combine all dollar amounts into

3
2
3 {
4
5
6
i one cumulative total per person.

When you upload the file, you

Edit Data

will see “File Import with ‘ = . .
o ) M e E O O 0 O = =
Warnings” pop up on the import ool sese  neeh  AAl  AdNew  Nooik  vimesess  mwo
box. ©
Download

The “Edit Data"” page will load. 452712320, Ostertage, Gregory Payroll period: 09/01/2024 - 09/30/2024
Any rows that have a warning will ™

All Files +  CLEARFILTERS

show in the list. Click on the row
Social Securitv Number - Name-1a v Name - First - SIMPIFIRA «

to select it (it will highlight yellow)
and the warning will appear in

Waming 452712320 Ostertage Gregory

the section below that.

25.00

Page 1 of 1 30 v items per page

Severity Emor

Warning Duplicate Social security number
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If this was intentional, click the “Next” button below the warning section to be taken to the Data
Validation and Completion step. If this causes a system glitch, we may reach out to you to verify your
file information.

If this was not intentional, you can edit the dollar amount to “0” or another number. Remember that
this is ONLY editing the duplicate SSN row on the spreadsheet, not the total amount for the
participant.

You can also click the “Delete” button in the toolbar to delete the duplicate row.

Error: Errors on Record 1

If your spreadsheet has a
header row, you must
check the “Skip first record
(Header)” box below “Select
a File.” If your upload error
popup looks like this, with

File Upload

File name: User Guides - Upload a File xis

File validation done with errors, you must correct the file before uploading.

File Validation Errors: 2

Record ID Last First Field Error
Name Name an error in the social

Record 1 Social Social Invalid security number field as

Secu Security  Social
Number  Security # well as the dollar amount

Record 1 Social Name Name SIMPLE Invalid (or funding source) field, it
Secu -Llast -First IRA numeric = is Iikely that you forgot to

£finld

check the “Skip first record

PRINT OUTPUT (Header)” box. Please

“Close” the error box, check
the “Skip first record" box,

and upload the file again.

Error: ID field is blank and Invalid Social Security Number
If your spreadsheet has a footer row, you
must check the “Skip last record (Footer) box
below “Select a File." If your upload error

File Upload
File name: User Guides - Upload a File xIs

File validation done with errors, you must correct the file before uploading

popup looks like this, with a blank ID e Valiaton Ernoss
" . . . Record ID Last First Field Error
number as well as an “Invalid Social Security Mg i
#" error, it means that there is data Record 6 Social invalid Social
. . Secumy Secun(y #
somewhere in that row, but there isn't a Number

valid social security number in the SSN field.
This is most likely a footer row. Please check

PRINT OUTPUT

the data in that row of your spreadsheet
and adjust accordingly.
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Troubleshooting Tips

Before uploading your file, double check that there isn't any punctuation in any fields. A decimal
point in dollar amounts is acceptable.

Check your data format. If your plan recently changed funding types (from Simple to 401k, etc.) your
data format may be different. If you have multiple plans, the data format could be different for each
plan.

If your current spreadsheet isn’t working, try copying a spreadsheet that worked previously.

If you are trying to upload a .xIs or .xIsx spreadsheet, and it isn't working, try saving it as a .csv file
then uploading.

If you have a different error, please call us at 877-938-7310.
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