Upload Spreadsheet to Submit Contributions

Visit https://retirementplanconsultants.info/login/

Type in your Username and Password, or follow the instructions provided in
your welcome letter.

Select role from dropdown menu: Sponsor

Click the Login button

A One-Time PIN (OTP) is required to login using multi-factor authentication
(MFA). If you need additional guidance with the OTP process, click the Guide
to Logging in with MFA link (located at the top of this gray login box). W Save Usemame

Note: The password is case sensitive. If
you fail to login three consecutive times
your account could be disabled.

LOGIN

# SponsorDashboard  PlanInformation  Manage Your Plan || Submit Payroll Contributions | Forms, Doc

Click the Enter the Data

Enter the Data Validation Center to

Summary T o Validation Center to
Submit Contributions
Contribution File Upload Layout under the Submit Payroll
Plan year Contributions tab.

Watch a Demo on How to Submit

Comactlie Contributions
1) Onceinthe plan’s Data Validation Center Pay  PayAl P
Data Va I |d at| on If you are submitting contributions for a participant that has not completed enroliment, please contact RPC to ensure they are pre-populated in the system. Adding a new employee
via the Data Validation Center will not enroll the employee or add contributions to the employee’s account.
Center, choose the
U pload a file Process selection
. Payroll v
containing the g
paer" data Process Method:
(o] pt|0 n. I @ Upload a file containing the payroll data I 1

Manually enter employee information

2) Then CI ICk the NeXt Copy information from a previous payroll period

b Utto n at the Work with a previously uploaded or manually created file - If you have previously worked with a pay period, it will be saved here

bottom of the -
2 NEXT
screen.
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Data Validation Center

Overall Progress: 0% Complete Once the next screen is displayed, follow these
Select Pay Period ste ps'

Select division

1) Select the appropriate Pay Period from the

1 ivision Payroll Period

E
» Default Incomplete Demo 12:21-2015-12-27-2015 0 0

Defauit ncomplete Demo. 12:282015-01-032016 0 0 I | St .

Default Demo 01-18-2016-01-24-2016 0 0

Default ~ Incom| plete Demo 01-25-2016-01-31-2016 0 0

befaul ncomplete | pemo 0201-2016:02:07:2016 0 0 2 ) C| ick t he N t b tt i

Default ncomplete Demo 02-08-201602-14-2016 0 0 I C e ex u 0 n

» Default Demo 02-22-2016-02-28-2016 n 0

START OVER BACK NEXT 2

Retrement Plan Consultants LLC | 877-800-1114| sdmin@retrementplanconsultants net | Probler

Data Validation Center Piay Pg/)?u Pt

Once the next screen is displayed, follow
these steps.

Overall Progress: 25% Complete

FILE UPLOAD
1) Select the appropriate Process format 1 [ oo |
from the dropdown list. Select File

SELECT FILE 2

2) Click the Select File button.

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

Preview file

Special instructions
Please Note: This field may not be used to specify a future funding date. Gontributions will be drafted from the bank account on the day they are submitted.

START OVER BACK

Open rgl
LookIn: | (& Payroll Files w} FRIE I E

1) Once the Open box is displayed, select the payroll

. 1 spreadsheet you want to upload.
~U3-. OCation A.XIs
01-03-2022 Location B.xls X .
01-05-2022 Exempt PayrolLas 2) Click the Open button to return to the prior
01-03-2022 Non-Exempt Payroll.xls
screen.
File Mame:
Files of Type: | All Files =)
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Back on the prior screen: I

. . . Data Validation Center S?y FE?B‘ o
1) If your file contains a header or trailer,
you must check these boxes. Call RPC Overall Progress: 25% Complete
for assistance, if needed. FILE UPLOAD
2) Enter notes in the Special Instructions e -
box for any special instructions for the Select File
processors. SELECTFILE

‘Skip last record (Trailer Record)

3) Then click the Next button at the 1 I
bottom of the screen.

Skip first record (Header Record) I

Preview file

Special instructions

Please Note: This field Eipetkeuscdio siecili a future Iundini date. Contributions will be drafted from the bank account on the LRI submitted.
START OVER BACK I I 3

This file will be uploaded and validated; this may take
a couple minutes depending on the size of the file and

the speed of your internet. The screen will display the
: upload progress.

continue to Import the:

CANCEL

The Payroll Totals will populate. T ling

Payroll Totals

T
(® submit for final processing PRINT GRID

NOTE: If you would like to double

Division Participants New Participants Total Payroll Deposit Employer Match Employee Roth Deferral

check the number by participant betaut 5 o 100 o 100

click the Back button before i - : e : Lt :
proceeding and you will see the
breakdown by participant.

(_) Process another file

Funding/Deposit Information

1) Choose the appropﬂate Select a funding method v 1
Method of Funding off the e oo e
dropdown list. e
2) Click the Complete button to S S =

submit processing.



Upload Spreadsheet to Submit Contributions

Totals Verification X
Click the checkbox to certify

and CIiCk the continue | certify that | have reviewed the to1als presented and that the results of the import are correct and appreved for final import.

button. CANCEL

Overall Progress: 100% Complete

Confirm / Impaort

A request ID will display.

© Your request has been submitted for processing. Your request ID is 560331, Date/Time is Feb 15, 2016 a1 11:43:24 am

Funding Summary

If you wish to print your confirmation
Plan: RPC Demo Company 401 (k) . . .
o page, click the Print icon.

Payroll period: ~ Weekly 02/29/2016 - 03/06/2016
Method of funding:  ACH Pull
Bank account:  Account on File
Additional information:

Click the Exit button at the bottom of
oo s the screen to return to the Sponsor
Employer Match  50.00 DaShboard.

Employee Roth Deferral 50 00
Employer  50.00
Loan Payment  $0.00

Total Payroll Deposit ~ 5100.00

Payroll Summary

Funding Instructions

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

Bankname:  Account on File
Bank alias:  Account on File
Account owner:  Account on File
Account £ Account on File
Rouwting# 000000000

START OVER EXIT



