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Contribution File Template Instructions

These instructions accompany the CSV Template. The template is used for the creation of a Defined Benefit, Cash Balance or
Accounts Receivable Contribution File. This template is a tool to be used by smaller employers who do not have an automated
way to create Contribution Files.

Step 1: At the bottom of the template, select the appropriate tab for the file type you want to create.
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Step 2: Enter information into each column as needed. You may enter up to 999 records.

Dra Page Layou Formula: Data R e Developer Help A

br A E=2 ¥ 28 Wrap Tet Genera Good eutra =
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Transaction Organization Benefit Program Pay Period Begin Date Pay Period End Date Service Assignment Time Hours for Work Hours  Expected Pay Annualized Eamings Member Employer
type Code Member Code ClientID Last Name {COYYMMDD) {CCYYMMDD) Type Code Base Position Per day Periods Pay Rate Eamings Type tio tions
¥

2 RGLR '123-15 D81 ’123-556769 Smith 20150801 20190831 01 57 FLTM 121 S80000.00  £000.00 SLRY 352.00 622.00
3 RGLR 12315 D81 578310234 Smith 20150801 2015083101 55 PTME 124 30000.00 2000.00 SLRY 131.00 362.00

Step 3: After you've entered all your records, open a new Excel Workbook. In the top right hand corner click File.
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2 RGLR 12345 D81 123456789 Smith 20190801 21::93831'01 ST FLTM 120
3 RGLR '12345 D81 FETSQI.E'ZZ—' Smith 20190801 20090831 T."l 55 PTME 1210
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Step 4: Click New, then Blank Workbook. A blank workbook will display.
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Step 5: Highlight the records you input into the template. Right click and select Copy.

Note: Do not include the Row Headers when you copy the records.

il
L

S me O =
Note . msert Defete Format
- e

Transactios Organi Benefit Program 2y Period Begin Date eriod End Date S s A e Time x rk Hours ExpectedPay Annualized Eamings Memoer mpdoy
ype Code Member Code Chent 1D Last Name {COMMDD {CONMANIDD) Type e Zass Position 'er day Penods Pay Rate 2mings Type ontnbubons onir
RGLR 15385 D81 3456789 Smith 2m90831 11 57 FLTM 128 S0000.00  £000.00 SLRY 35200 '
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Step 6: Switch to the blank workbook you opened, in cell A1 right click and select the first paste clipboard.
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Step 7: The records details you copied will display.
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RGLR ~ 345 DB1 "12345678< Smith 20190801 2015083101 57 FLTM 121) 80000.00 4000.00 SLRY 352.00 622.00
P |RGLR 12315 DB1 '678910234Smith 20190801 2019083101 55 PTME 121) 30000.00 2000.00 SLRY 131.00  362.00
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Step 8: In the new workbook, click File .
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1 |RG ; 345 DB1 "12345678¢ Smith 20190801 2015083101 57 FLTM 121 80000.00 4000.00 SLRY 352.00 622.00
2 RGLR 12345 DB1 '678910234 Smith 20190801 2019083101 55 PTME 1203 30000.00 2000.00 SLRY 131.00 362.00

Step 9: Click Save As, then click Browse. The Save As window will appear.
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Step 10: Select where you would like to save your file. In the Save As Type dropdown menu, select “CSV (Comma delimited) *.csv’.

Save As x
™ @ » ThisPC » Documents » v O Search Documents r
Organize « New folder SEEER S o
&=| Pictures e Mame Date modified Type Size
6. Contribution Reporting Adobe File folder
Editable Adobe Captivate Cached Projects File folder
Job Aids on ETS Templates Custom Office Templates File folder
Templates My Adobe Captivate Projects File folder
My Received Files File folder
Micrasoft Excel @ My Shapes File folder
@ OneDrive OneMote Motebooks X File folder
SAP 4/30/201 File folder
B This PC Snagit 4/30/20191:00 PM File folder
B 3D Objects B Copy of Japan 2019.5eptember.xsx Microsoft Excel W... 107 KB
[ Desktop
| Documents b4
File name: | Bookl.xlsx o
Save as type: rkbook (*.xlsx) ~
- orkbook (*.xlsx)
* | Excel Macro-Enabled Workbook [*.xlsm)
Excel Binary Workbook (*xsh)
Excel 97-2003 Workbook (*.xl5)
CSV UTF-8 (Comma delimited) (*.csv)
XML Data (*aml)
» Hide Folders Single File Web Page (*.mht;*.mhtml)
Web Page (*.htm;*.html)

Excel Template (*.xlix) I
Excel Macro-Enabled Ternplate (*.xitm)
Excel 97-2003 Template (".xlt)

Text (Tab delimited) (")

Unicode Text (*.tet)

XML Spreadsheet 2003 (*.xml)

Text (Macintosh) (*.bd)

Text (M5-DOS) (*.bd)

CSV (Macintosh) (*.cav)

CSV (MS5-DOS) (".csv)

DIF (Data Interchange Format) (*.dif)
SYLK (Symbolic Link) (*.slk) A
Excel Add-in (*.xlam)

Excel 97-2003 Add-in (*.xla)

PDF (*.pdf)

KPS Document (*.xps)

Strict Open XML Spreadsheet (*xlsx)
OpenDocument Spreadsheet (*.ods)
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