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Payroll Processing
Step 1: Run the “HRIS Management Report" Prior to Processing Each Payroll.
The report will show any new elections and/or change requests participants have made so that you
can update your payroll system accordingly. This report also shows items such as loans that are close
to being paid off (if applicable), and participants that are approaching the maximum contribution limit
for the year.
1. Select the “My Reports” option from the top ribbon

2. Select the “HRIS Management Report” and click RUN
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3. Enter a date range that encompasses the period of time you wish to review.
a. If your plan allows for deferral rate changes at any time, this will simply be the period that
has occurred since your last pay cycle.
b. If your plan does NOT allow for deferral rate changes at any time, and this is NOT an
allowable deferral rate change date, then you will run the report only for the period that
has occurred since your last pay cycle.
c.

If your plan does NOT allow for deferral rate changes at any time, but this IS an allowable
deferral rate change date, then you will run the report for the entire period beginning with
the first day following the last allowable deferral rate change. For example, if your plan
allows for deferral rate changes on January 1 and July 1, and you are running the payroll
for the first pay following July 1, you will want to run the HRIS report from the date that
you cut off the January 1 change requests through the current date.

4. Select RUN REPORT
5. You will be taken back to the “My Reports” page where you will be shown your Request ID
number for tracking; refresh the screen in approximately 1-2 minutes and your report will be
available (which can be located by finding your “Request ID”).
6. Review this report to collect all contribution updates that have been made during the date range
you requested; use this data to update your payroll system.

Step 2: Upload Your Payroll File
Under My Plans/Online Payroll, you can import a file using a custom routine specifically designed to
read your individual payroll file format.
Below is a step-by-step guide to assist you with uploading your payroll.

1. Select the “Online Payroll” option from the My Plans ection.

2. Select the “Imported Payrolls” tab and then select the “Import Payroll”.
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3. Select the “Browse” button to select the payroll file you wish to import from your local drive.

4. From the options available under “Select an Import Format”, select the previously provided format
from the drop down menu; select “Upload & Review.”
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5. The Review and Submit window allows the system to identify any discrepancies in the amounts
included in your file. If control totals were listed on your file, the system may automatically
populate these amounts in the Imported column. Otherwise, you may manually enter the amounts
in the Imported column fields. Once you have validated that there are no differences, click the
“Continue” button.

6. On the Review Payroll Details screen any discrepancy between the data included in the import
file and our records will be listed under the Review Employees section. You have the ability to
filter by type (i.e. errors and/or warnings) from the drop down menu.
Click on the participant’s name to review the details of the errors and/or warnings to resolve
before you submit for processing. If there are no errors or warnings, click the “Submit” button and
skip ahead to the “Fund the Payroll Contributions” section (Step 4).
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Step 3: Resolve Errors and Warnings
Errors and Warnings are a result of payroll file data not matching data in the recordkeeping system or
payroll items that require action. Please note that you must review and resolve all errors and warnings
before submitting your payroll.


ERRORS: The red signs indicate hard errors, which will cause the affected participant to be
dropped from the payroll process. These errors should be fixed to ensure all participant
information is accurate and the payroll roster is processed for the full amount.



WARNINGS:The yellow signs
are warnings and indicate items which should be reviewed but
may not require correction. Warnings will not result in the affected participant being dropped from
the payroll roster.

Note: To view the instructions to resolve common error and warnings as well as a table of errors and
warnings, please see your Plan Sponsor Payroll Troubleshooting Guide.

Viewing Errors and Warnings
1. Click the drop down box labeled View and select “Employees with errors or warnings”.

2. Click on the participant’s name to bring up the error or warning.

6

Payroll Processing

3. Correct the error (in this example change the EE Deferrals amount to $0.00). Click “Re-Validate”
to ensure the error is cleared, then press the “Save Updates” button.

4. Verify the computed amount and ensure the difference matches what was modified. Press the
“Submit” button. Note: Review Employees section should show no employees with messages
once all errors or warnings have been resolved.
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5. Once the errors have been resolved, press the Submit button. This will then take you back to the
Import Payroll section. There you will see the Success alert.

6. Please Note: If a participant’s record must be removed from your file (via Edit Payroll) or was
dropped (not included) on your upload, you will still need to enter their hours and compensation.
To do this choose the “Participants” tab on the menu bar. Search for the participant that was on
your payroll file. From the drop-down list that appears with his/her name and select “Participant
Information”.

7. Choose the “Compliance” tab and click “View/Update detail” next to the appropriate
Compensation and/or Hours types loaded for this employee.
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8. Confirm the employee’s compensation and/or hours for the payroll date are accurate. Update as
needed.

Step 4: Fund the Payroll Contributions.
Once the file has been successfully imported you will need to complete the submission by
completing the funding step. Click the expand button next to the payroll and select “Edit Payroll”
from the Actions drop-down.
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1. Make your edits. Here you can modify the payroll date, remove/add participants, modify
contributions or add/remove columns. Click “Continue” to proceed to the next step.

2. Select funding method. From this screen, you can select the appropriate method you are using
to fund your payroll. If available, you may also choose to fund all or a portion of the payroll from
assets in the plan holding accounts. Once the appropriate funding has been selected, press
“Continue” to proceed to the next step.
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3. Fund your payroll. Enter the portion of the payroll to be funded. Please note, the system will not
let you move to the next screen until the funding allocation matches the payroll totals. Once you
have entered your funding amounts, press “Continue” to proceed.
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4. Verify & submit. Verify funding allocation totals. You may also enter an email address in order to
receive an email confirmation that the payroll has been submitted. Click “Submit” to complete the
payroll submission.

Once the payroll is successfully transmitted a success message will appear and your file status
will update to Completed.
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Funding via ACH Pull – Quick Fund Method
Another option available for a plan sponsor who is configured for ACH pull is to skip the Edit Payroll step
and instead use the Fund option that is available through the Action drop-down to the right of File Status.
This option should only be utilized if the plan sponsor is funding the entire payroll via ACH pull; meaning,
the plan sponsor does NOT intend to use dollars in the Holding Accounts to off-set payroll. In this
scenario the Fund Your Import Payroll process is reduced from 4 to 2 steps as illustrated in the screen
shot below.
Click the Actions drop down and select Fund.

1. Fund your payroll. Enter the Funding Amount and click Continue.
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2. Verify & Submit. Verify funding allocation totals. You may also enter an email address in order to
receive an email confirmation that the payroll has been submitted. Click “Submit” to complete the
payroll submission.

Once the payroll is successfully transmitted a success message will appear and your file status
will update to Completed.

If you have any questions or would like any assistance, please do not hesitate to contact your
Relationship Manager at 888-655-4015.
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Common Errors
Hire Date Must Be Greater Than Prior Separation From Service Date
Our system retains employment history dates for each employee based on the information you
provide to us. You will receive this message if the Employment Status, most recent Hire Date
and termination date (Employment End Date) being provided are inconsistent.
1. Compare the information from your payroll file to the data on file for the employee.

2. Determine what Hire Date, Employment End Date and Employment Status are
appropriate for the indivdiual.
a. If the employee is active, the Hire Date should be the later of his/her original hire
date or most recent rehire date, the Employment End Date should be the most
recent termination date and the Employment Status should be Active.
b. If the employee is terminated, the Hire Date should precede the Employment End
Date, the Employment End Date should be the most recent termination date, and
Employment Status should be Terminated.
3. Make the necessary modifications on this screen.
4. Press the “Re-validate” buttom to clear the hard error(s).
5. Click “Save Updates” to return to the “Review Payroll Details” screen.
6. Update your payroll system to prevent the error from occurring with your next payroll
cycle.
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Separation From Service Date Must Be Greater Than Hire Date
Our system retains employment history dates for each employee based on the information you
provide to us. You will receive this message if the Employment Status, most recent Hire Date
and termination date (Employment End Date) being provided are inconsistent.
1. Compare the information from your payroll file to the data on file for the employee.

2. Determine what Hire Date, Employment End Date and Employment Status are
appropriate for the indivdiual.
a. If the employee is active, the Hire Date should be the later of his/her original hire
date or most recent rehire date, the Employment End Date should be the most
recent termination date and the Employment Status should be Active.
b. If the employee is terminated, the Hire Date should precede the Employment End
Date, the Employment End Date should be the most recent termination date, and
Employment Status should be Terminated.
3. Make the necessary modifications on this screen.
4. Press the “Re-validate” buttom to clear the hard error(s).
5. Click “Save Updates” to return to the “Review Payroll Details” screen.
6. Update your payroll system to prevent the error from occurring with your next payroll
cycle.
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Employee Is In A Plan/Location/Affiliate Which You Are Not Authorized To Access
Access to add an employee or update indicative information for an employee may be restricted
in limited situations. This may occur if your profile has been configured to only provide you
access to one or more locations or affiliates within the plan and the employee is currently
associated with a location or affiliate to which you do not have access. Alternatively, you may
be attempting to add or update indicative information for an individual that was a former
employee of another employer who sponsors a plan on our platform and the information you are
attempting to load is inconsistent with the information of record.
1. Contact your Relationship Manager if you receive this hard error for assistance in
making any necessary additions or modifications.
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Common Warnings
Loan Repayment of xx.xx Does Not Equal The Scheduled Repayment of xx.xx For Loan
ID # / The Payroll Date For Loan ID # Is Invalid
If the system does not automatically divide the total loan payment among the active loans that
are expecting payments, manually enter the correct amount for each active loan. All loan
repayments must have the same payroll date as the payroll date for the file.
1. Click on the “Loan Repayment” tab.
2. Enter the loan payments appropriately, while also ensuring that the loan payment date
for each loan matches the payroll date for the entirety of the file.
3. In the event that a loan’s balance is paid off, apply the remaining portion of the funds to
the oldest active loan for the participant and correct subsequent payroll files to reflect the
correct loan payment amounts for all active loans.
4. Click “Save Updates” to return to the “Review Payroll Details” screen.
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Participant Status Changed From X to XX
The recordkeeping system uses Employment Status to determine whether or not the employee
is actively employed for purposes of accruing service for eligibility and vesting purposes, as well
as determining entitlement to employer allocations. Participant Status is used to indicate the
employee’s eligibility status in accordance with the terms of the plan. Common Participant
Status codes include Not Eligible, Eligible, Active and Terminated. You will receive this
message if the information provided in your file has prompted a change in the Participant Status
of the employee.
1. Review the warning and confirm the status change is correct.

2.
3.
4.
5.

Make the necessary modifications on this screen.
Press the “Re-validate” buttom to clear the hard error(s).
Click “Save Updates” to return to the “Review Payroll Details” screen.
Update your payroll system to prevent the error from occurring with your next payroll
cycle.
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Hire Date Is Prior to 16th birthday Or After 65th Birthday
To ensure that the dates in the recordkeeping system are valid, the system runs your data
through a series of validation steps. You will receive this message if the Hire Date you provide
precedes the employee’s 16th birthday or falls after the employee’s 65th birthday.
1. Confirm that the Birth Date and Hire Date are correct.

2.
3.
4.
5.

Make the necessary modifications on this screen.
Press the “Re-validate” buttom to clear the hard error(s).
Click “Save Updates” to return to the “Review Payroll Details” screen.
Update your payroll system to prevent the error from occurring with your next payroll
cycle.
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Other Errors and Warnings

Severity

Employee
Detail Tab

Employee
Detail Field

Action Required

Source of
Issue

Address line 1 is required.

Error

Employee

Street 1

Ensure data field is
provided for all employee
records.

File

Affiliate is required.

Error

Employee

Affiliate

Ensure Affiliate column is
provided on file.

File

Birth Date is required.

Error

Employee

Birth Date

Ensure data field is
provided for all employee
records.

File

File

Message Text

Birth Date must be less than or
equal to current date.

Error

Employee

Birth Date

Ensure Birth Date is
accurate for each
employee record. Future
Birth Dates cannot be
loaded.

City is required.

Error

Employee

City

Ensure City is provided on
the file for each employee
record.

File

Domestic Number must be at
least 10 digits in length.

Error

Employee

Phone
Number

Ensure data is formatted
correctly.

File

Consolidate the
contributions, hours, and
compensation of the
participant with multiple
records into one line.

File

Error Code: 1000 - 6793944299
Root Cause: For input string:
“XXXX”
Error Message: Unknown error
happens.

Error

N/A

Unknown
Error
message
may occur
when
reviewing
participants
that have
multiple
records.

Gender Code is invalid.

Error

Employee

Gender Code

Ensure data on file is in an
acceptable format.

File

Hire date is prior to birth date.

Error

Employee

Hire Date
or
Birth Date

Ensure Birth and Hire
Dates are accurate.

File

Hire Date is required.

Error

Employee

Hire Date

Ensure Hire Date is
provided on file.

File

Last Name is required.

Error

Employee

Last Name

Ensure Last Name is
provided on the file for
each employee record.

File

Leave of absence must fall
within employment period.

Error

Employee

Leave of
Absence
Begin Date

Ensure the leave date is
accurate as well as the
employment dates.

File or
employee
record
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Severity

Employee
Detail Tab

Employee
Detail Field

Action Required

Source of
Issue

Loan ID XXXX is invalid.

Error

Loan
Repayment

Loan Id

Ensure the correct Loan
ID is provided.

File or
employee
record

Loan payroll date
XXXXXXXXXX is greater than
roster payroll date.

Error

Loan
Repayment

Loan Payroll
Date

Loan repayment not allowed.
Loan XXXXX has a zero
balance.

Error

Loan
Repayment

Loan Amount

Loan Repayment of ($###.##)
match more than one loan.

Error

Loan
Repayment

Loan Amount

Marital Status is invalid.

Error

Employee

Marital Status

Message Text

Negative contributions are not
allowed. The negative
contribution plan service is not
available for this plan.

Error

Participant

Contribution
Amount

New employee not added to
TRAC.

Error

Employee

None

Ensure that the Loan Date
is the same as the Payroll
Date.
Ensure that the repayment
is getting credited to the
correct Loan ID. If the
Loan ID is correct, the
loan in question has been
paid in full. You should
return the funds to the
employee directly.
Ensure Loan Payment is
credited to the correct
Loan ID.
Ensure data on file is in an
acceptable format.
Ensure all contribution
values are positive.
Contact your Relationship
Manager if contribution
adjustments are
necessary. These types
of corrections must be
completed outside the
payroll process.
Ensure that the payroll file
includes all indicative data
needed to add an
employee. These data
elements include: SSN,
First Name, Last Name,
Address, Birth Date, Hire
Date and Employment
Status. If you are unable
to add the new employee
through import, you can try
to manually add the
employee. If you continue
to encountered problems,
please contact your
Relationship Manager.

File

File

N/A

File

File

File or
employee
record
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Message Text
No active status loan to match
the loan repayment amount of
{$XX,XXX.XX}.

Plan is pending termination,
updating roster information is
not allowed.
Separation from service date is
required for separation from
service status.

Severity

Error

Error

Error

Employee
Detail Tab

Employee
Detail Field

Action Required

Source of
Issue

Loan
Repayment

Loan Amount

Ensure loan payment is
processed to an active
loan or the correct Loan
ID (if more than 1 loan
exists).

File or
employee
record

Participant

Contribution
Amount
or
Loan ID

Contact your Relationship
Manager for more details.

Plan set
up

Employee

Employment
Status

Ensure a termination date
is provided for each
employee in a terminated
status.

File

Ensure that termination
dates are not future
dates. Future termination
dates cannot be added.

File

Separation of service date must
be less than or equal to current
date.

Error

Employee

Employment
End Date

State / Country is invalid.

Error

Employee

State/Country

Ensure State is provided
for each employee
record.

File

Telephone number entered is
not numeric.

Error

Employee

Phone
Number

Ensure data is formatted
correctly.

File

Termination date is required for
rehire.

Error

Employee

Hire Date

Ensure employee service
history is accurate and all
dates are provided.

File or
employee
record

Participant

Contribution
Amount

Confirm the employee is
not eligible and remove
contributions for the
individual.

File or
employee
record

File or
employee
record

The participant is awaiting
eligibility. Contributions are only
valid for rollover or trustee
transfer money types.

Error

The participant is not eligible to
contribute to the {money type
name} money type.

Error

Participant

Contribution
Amount

Confirm the participant is
not eligible for the money
type and remove the
contributions for the
ineligible money type.

Total Plan hours must be
positive.

Error

Employee

Plan Hours

Ensure Hours provided
are positive values.

File

Zip code is invalid.

Error

Employee

Zip Code

Ensure zip code is
accurate.

File

Zip Code is required.

Error

Employee

Zip Code

Ensure Zip Code is
provided for each
employee record.

File
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Message Text

Severity

Employee
Detail Tab

Employee
Detail Field

Action Required

Source
of Issue

{money type name}
Contribution is invalid for a
suspended participant.

Warning

Participant

Contribution
Amount

Ensure Participant status
is accurate.

File or
employee
record

Anniversary Hours already exist
for payroll date. Hours amount
of ####.## will be added to
hours amount of ####.##.

Warning

Employee

Anniversary
Hours

Ensure you are not
submitting a duplicate
payroll file.

File or
employee
record

Warning

Employee

Compensation
Type Amount
or
Compensation
Subtype
Amount

Ensure you are not
submitting a duplicate
payroll file.

File or
employee
record

Warning

Participant

Contribution
Amount

Ensure Participant Status
is accurate.

File or
employee
record

Warning

Employee

Employment
End Date

Ensure the termination
date is accurate.

File or
employee
record

First Name not entered.

Warning

Employee

First Name

Ensure first names are
provided on the file.

File

Hire Date is determined to be a
rehire.

Warning

Employee

Hire Date

Ensure the participant is
rehired and the date is
accurate.

File

Hire Date on payroll of
{MM/DD/YYYY} will replace hire
date on file of {MM/DD/YYYY}.

Warning

Employee

Hire Date

Ensure hire dates are
accurate.

File or
employee
record

Warning

Loan
Repayment

Loan Amount

Ensure loan payment is
processed to the correct
Loan ID and is for the
correct amount.

N/A

None

If this exists for a large
number of employees for
an upload, verify the
SSN's are accurate and a
modification wasn't
completed to create new
incorrect participants.

File or
employee
record

Contribution
Amount

Ensure contribution
amounts are accurate.
This is a warning, but the
transactions will fail and
contributions exceeding
the limit will not be traded.

File or
employee
record

Compensation already exists
for payroll date. $0.00 will be
added to the existing
compensation amount of $0.00.
Contributions received but
employee is separated from
service.
Employment End Date of
{MM/DD/YYYY} will replace
current Employment End Date
on file.

Loan repayment of {$ XXX.XX}
does not equal the scheduled
payment amount of {$XXX.XX}.

New employee added to TRAC.

Participant has contributions
that exceed the plan 415C limit
by {excess amount}.

Warning

Warning

Employee

Participant
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Message Text

Participant has elective deferral
contributions that exceed the
plan limit of {limit amount} by
{excess amount}.

Severity

Warning

Employee
Detail Tab

Employee
Detail Field

Action Required

Source
of Issue

Participant

Contribution
Amount

Ensure contribution
amounts are accurate.
This is a warning, but the
transactions will fail and
contributions exceeding
the limit will not be traded.

File or
employee
record

Ensure Hours do not
exceed 200 for a
participant.

File

Payroll period {Hours Type}
Hours exceed 200 hours.

Warning

Employee

Plan Hours
or
Anniversary
Hours

Plan Hours already exist for
payroll date. Hours amount of
####.## will be added to hours
amount of ####.##.

Warning

Employee

Plan Hours

Ensure you are not
submitting a duplicate
payroll file.

File or
employee
record

Warning

Loan
Repayment

Loan Amount

Ensure loan payment is
processed to the correct
Loan ID and is for the
correct amount.

N/A

Employee

Compensation
Type Amount
or
Compensation
Subtype
Amount

Ensure Compensation
Type and Sub types are
positive.

File

The loan repayment exceeds
the existing loan balance.

Total compensation amount
must be positive.

Warning

25

Initial Upload Errors
Ghost Data Error
You will be unable to import your payroll file if the data routine identifies formatting, text or spaces
in columns, rows or fields unrelated to your payroll information. A screen shot of the error
message that you may receive if this error occurs is captured below.

To resolve the error, take the following action:
1. Open your payroll file.
2. Highlight (Ctrl + Shift + Right Arrow) and delete all columns to the right of your payroll
information.
3. Highlight (Ctrl + Shift + Down Arrow) and delete all rows to the bottom of your payroll
information.
4. Save your file.
5. Repeat Step 2: Uploading Your Payroll File as referenced on page 4.
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Initial Upload Errors
Incorrect Field / Mapping Error
If the number of colums on your payroll file do not match the number expected in the data mapping
routine you selected, you will receive one or more error messages when attempting to import your
payroll file.

To resolve the error, take the following action:
1. Confirm that you selected the correct data routine under Step 2: Uploading Your Payroll
File.
2. Compare your current payroll against a recent payroll file to identify any discrepancies in
number or ordering of your columns.
3. Modify your payroll file as appropriate.
4. Save your file.
5. Repeat Step 2: Uploading Your Payroll File as referenced on page 4.
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Appendix
Input File Limitations
Field
Payroll Date
Social Security Number
Plan ID
First Name
Middle Name
Last Name
Address 1
Address 2
Address 3
City
State
Zip Code
Residential Address 1
Residential Address 2
Residential Address 3
Residential City
Residential State
Phone Number
Birth Date
Hire Date
Prior Employee Hire Date
Leave of Absence begin date
Leave of Absence end date
Employee ID
Hours Amount (YTD)
Hours Amount (Pay Period)
Job ID
Department Code
Department Number
Store Code
Division Code
Region Code
Payroll Site

Minimum Length
6
1 (Leading 0 assumption)
7
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
6
6
6
6
6
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A

Maximum Length
8
9
7
15
15
25
35
35
35
35
N/A
9
35
35
35
35
N/A
15
8
8
8
8
8
20
9999.99
200.00
20
20
20
20
20
20
20
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