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Guided Payroll Process 
 

Log into the Plan Service Center and select “Process Center”. 
 

 
 
 
 
 
 
 
 
 
 
 
 

Under the “Enter Payroll” information, select “Click Here to Continue”. 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 

 

FOR PLAN SERVICE CENTER (PSC) USERS ONLY. 

 

Hover over   
for additional 
information 

throughout the 
process.  



 

Step 1 
 

Enter payroll date mm/dd/yyyy or by clicking on the calendar and choosing the date. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Select division, if applicable. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter expected contribution amount and then “Continue.” 
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Payroll end or check date. This date will 
appear on participant statements. 

Total should reflect all participant contributions and loan payments included in this 
remittance. This is used for reconciliation purposes only.   Continue is enabled only 

after all required fields 
are entered in correctly.  
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Step 2: Select Your Money Sources 
 

Select the money sources by clicking the box to the left of the money source and then 
continue. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Or copy amounts and money sources from previous contributions by clicking “Show/Copy 
Amounts from Previous Contributions” and clicking the box to the left of the payroll date that 
you wish to copy. Click to add any additional money sources. Click continue. 
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Click to view 
entries up to 90 
days in the past. 

Click for help 
with using the 
Copy from 
Previous 
Contribution 
option. 
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Step 3: Update Your Employee and Contribution Information 
 
Update your employee indicative information and contribution amounts for each money 
source. All active and terminated employees within the last 30 days will be populated in 
the remittance screen.  If you have copied from a previous payroll and had employees 
that did not make a contribution in that payroll, and they are active, they will be shown 
here. There may be employees included here that do not have contribution amounts, this 
is ok, they do not need to be removed before continuing on to the ‘contribution 
processing’ step. (4) You can edit employee information in this step regardless if that 
employee is making a contribution for this payroll. 
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If the system requires additional information before the contribution can be processed or if 
information is missing from the participant account, an alert will appear next to the participant 

name.  appears for errors and the information must be entered to continue processing.    

indicates a warning and will not prevent the contribution from being processed.   denotes 
that the employee account has been terminated. You can make a change to an employee by 

clicking on . This will open that person’s record above the remittance, allowing you to 
change their information and will update the record keeping system when you save the changes 
and exit their record. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Clicking the icon will pull up the 
employee edit screen and identify 
missing information, allowing you 
to enter the missing information 
which will then remove the alert 
from that record.  
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’Add Employee’ – You may add an employee to your plan here.  Click the add employee button and enter 
in the employee’s social security number. 
 

 
 

 
 
If the employee already exists in the plan, you will receive a message asking if you want to include them in 
this remittance. Click continue to include them or ‘cancel’ to go back to the previous screen.   

 

 
 

 
If the employee already exists in the remittance, you will be notified and can click ‘continue’ to go back to 
the remittance and that employee will be populated to the top of the list. 
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‘Add a New Column’ – Allows you to add new data columns to your remittance. These data fields will be 
pulled in to the remittance and populated with any information we have for your employees for those fields. 
You will not be able to remove required data columns.  Be sure to click the close button in order to get back 
to editing the contributions.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The new data columns will be included in the remittance with the employee information populated – if it 
exists in the record keeping system. You can scroll through the remittance to see the additional columns 
using the scroll bar under the list of employees. 
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’Export’ – Creates a copy of the remittance to include employee data that can be saved for your records or 
used as a template to create a file of your own.  Click on the ‘continue’ button to generate the report and get 
back to the remittance screen. You will be notified with an e-mail when the report is available to download. 
 
 
 
 
 
 
 
 
 
 

 
 
‘Search’ - Locate an employee in the remittance you are working on by using the search feature.   
 
 
 
 
 
 
 
 
 
 
 
 

The cancel button will take you back to the remittance screen.  
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‘Add/Change Money Sources’ – Allows you to go back to step 2 and add or remove additional money 
sources from the remittance you are currently working on.  *Note - Be sure you do not hit the back button, 
otherwise it will then take you back to Step 1. Once you have made your changes, click continue  in order to 
get back to Step 3, updating your employee and contribution information. 
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Once you have all of your employee and contribution information complete in Step 3, click the 
“Save And Continue To Contribution Processing” button.  Note: This button will not be active 
until contribution amounts are entered. 
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Step 4: Process and Confirm Your Contribution 
 
The system will validate the remittance. Click “Continue” as soon as the button appears. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If the following screen appears for you to update participant termination dates, update the 
participants or click “Continue to Confirmation Page.” 
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Click “Continue to Remit Confirmation”
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If the system requires additional data that will prevent cash contributions from being processed, 
another reject screen will appear. You can sort by rejects first to bring the message to the top. 
Check the drop-down menu for options. Select the option you need and hit “Go”. Follow the 
instructions given for each reject. If you’re unsure of the option you need, call Website Support. 
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Check the boxes under “Verify Money Source” once you have confirmed each money 
source total is correct. Check the box “I have read and accept all warnings” and then click 
“Complete Transaction.” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

Click “Continue” when it appears. 
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You can click “Print” to print a copy of your verification page. Click “Continue.” 
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Contributions have now been processed. You may log out, or if an error has occurred, click the 
X to delete the transaction. These will be displayed in the “Pending” section of the process 
center until 11:00pm MST on the day you process. 
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Click the reference 
number to view or 
print participant 
contributions. 


