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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.
Revised: 7/08/20

1) Changing Windows Default Delimiter

Step 1: Click the Microsoft Windows icon in the bottom left-hand corner of your screen.

How to Change the Wi

Before we start, you should know the b3
To do so, right-click your desktop, then ¢

settings” (at the bottom).
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Step 2: Click the Gear Icon to open the Settings.

<) Alarms & Clock @

# ' Audacity 1.2 Beta (Unicode) Washitiatrn, B.C

B Biuezone 71

l Business Explorer

Step 3: The Windows Settings box opens. Click Time & Language.

pd

Publisher

Ng

OneMote 2016 Excel

P

PowerPoint

xH

Settings
Windows Settings
| Find a setting D
System = Devices D Phone
Display, sound, notifications, Bluetooth, printers, mouse Link your Android, iPhone
power
o— y
8—  Apps R Accounts % Time & Language
= Uninstall, defaults, optional Your accounts, email, sync, A Speech, reg{/\\;n, date
features waork, other people

@ Network & Internet

Wi-Fi, airplane mode, VPN

@ Gaming
Game bar, DVR, broadcasting
Game Mode

=

.
&

p—

Personalization
Background, lock screen, colors

Ease of Access
Marrator, magnifier, high
contrast
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Step 4: Under Related settings click the blue hyperlink for Additional date, time & regional settings.

< Settings
ity BT Date & time
| Find a setting go! *Some settings are hidden or managed by your organization.
[ Related settings
Time & Language Date and time

1:51 PM, Monday, December 2, 2019 settings

I Date & time
& Region & language

0 Speech Have & question?

Set time zone automatically

Get hel
@ off p

Additional date, time, & regiconal

Cat time automatically Add clocks for different time zones
Set time automatica y

Step 5: The Control Panel opens. Click the blue hyperlink for Change date, time or number formats.

@ Centrol Panel\Clock and Region —
4 @ » Control Panel » Clock and Region v O
File Edit View Tools

Control Panel Home T Date and Time

Setthetime and date | Changethetimezone | Add clocks for different time zones

System and Security

Metwork and Internet f’ Region
Hardware and Sound Change locatio Change date, time, or number formats
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Step 6: The Customize Format window displays. Change the default List separator from a comma to a tilde (~) and click Apply.

Panel\Clock and Region ¥ Customize Format X
1 ¥ » Control Panel > Clockand A pumbers Currency Time  Date
View Tools Example
| Panel Home Positive; | 123,456,739.00 | MNegative: "123f455,?59-m ‘
Date 4
and Security setthe
rk and Internet Regio
are and Sound Change Decimal symbol: | . v|
fns Mo. of digits after decimal: 2 w
Ccounts
Digit grouping symbuol: . v|
rance and
alization Digit grouping: 123,456,789 b
land Region
Megative sign symbol: | - v|
Access
Megative number format: -1.1 v
Display leading zeros: 0.7 ~
o
: D
e
Measurement system: us. ~
Standard digits: 0123456739 e
Use native digits: Mewver b
Click Reset to restore the system default settings for Reset
nurnbers, currency, time, and date.
e ——— cncd (_soo )
TT— -
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2) Creating a Contribution File

Step 1: At the bottom of the template, select the appropriate tab for the file type you want to create.

30
31
32
33
34
35
36
37

DB contribution CB contribution AR contribution +)

Step 2: Enter information into each column as needed. You may enter up to 999 records.

IR
Home Insert Draw Page Layout Formulas Data Review View Developer Help Acrobat £ Tell me what you want to do
[] & Cut Calibri oA A == @ 2b, Wrap Text General - ﬁ @ Normal Bad Good Neutral Calculation @ ﬁ:):( @ 2. uto
(A copy - - il -
BT U- .l M A == =|z=3= - . Q &0 00 Conditional Format as IZ' Explanatory ... |Input Linked Ce MNote - Insert Delete Format
< Format Painter - — — - - —\l=—= Merge & Center $ %9 S8 Formatting ~ Table - - - - &7 Clear
Clipboard [F] Font ] Alignment ] Number [F] Styles Cells
Ad - 5
A B C D E F G H J K L M N Q P Q R
s
Transaction Organization Benefit Program Pay Period Begin Date Pay Period End Date Service Assignment Time Hours for Work Hours  Expected Pay Annualized Earnings Member Employer
1 type Code Member Code ClientID  Last Name {CCYYMMDD) (CCYYMMDD) Type Code Base Position Per day Periods Pay Rate  Earnings Type Contributions = Contributions
2 |RGLR '12345 DB1 '12345678‘3 Smith 20190801 201‘30831’01 57 FLTM 121 80000.00  4000.00 SLRY 352.00 622.00
3 |RGLR '12345 DB1 '6?3910234 Smith 20190801 20190831’01 55 PTME 121 30000.00  2000.00 SLRY 131.00 362.00
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Step 3: After you've entered all your records, open a new Excel Workbook. In the top right hand corner click File.

9 G -
ome Insert Draw Page Layout Formulas Data Review View Developer Help Acrobat 52 Tell me what you want to do
[ cut Calibri el s | E=E 2 BwapTe General - ﬁ % Normal Bad Good Neutral Calculation é:El g}:( @ EAuto
[ Copy - - Fill «
B T U~ - e AL = = - - g &0 .00 Conditional Format as IZ' Explanatory ... |Input Linked Cel MNote - Insert Delete Format
<¥ Format Painter = 1= - = Sl Merge & Center $-% 9 S8 Formatting~ Table ~ - - - & Clear
Clipboard ] Font [F] Alignment ] Number F} Styles Cells
A4 < 5
A B C D E F G H J K L M M Q P o] R
Full-Time Base
Transaction = Organization Benefit Program Pay Period Begin Date Pay Period End Date Service Assignment Time Hours for Work Hours | Expected Pay  Annualized Earnings Member Employer
1 type Code Member Code ClientID  Last Name {CCYYMMDD) (CCYYMMDD) Type Code Base Position Perday Periods Pay Rate  Earnings Type Contributions = Contributions
2 |RGLR 12345 DBL 123456789 Smith 20150801 2019083101 57 FLTM 1211 80000.00  4000.00 SLRY 352.00 622.00
3 |RGLR 12345 DBL '673910234  smith 20190801 2019083101 55 PTME 1211 30000.00  2000.00 SLRY 131.00 362.00
4 -
5
6
7

Step 4: Click New, then Blank Workbook. A blank workbook displays.

¥y l

New

Search for online templates L0

Suggested searches Business  Personal  Planners and Trackers  Lists  Budgets Charts  Calendars
7 Open

YEAR  JANUARY

:

Info.

Get more out of
ke a tour PivotTables

Save

" -
Save as Adobe

nnc
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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.

R CE Capy of CSV template draftxlsx - Excel AlexGarcia @ -
Home Insert Draw Page Layout Formulas Data Review View Developer Help Acrobat 2 Tell me what you want to do 1% Share | 2
& Cut Calibri LA === # 28 Wrap Text Mumber - ﬁ @ Normal Bad Good Neutral Calculation G:El Eg( @ EAUWSUM : %? /O
[ Copy - - I Fil -
Paste . . A. === . .9 <o 0o | Conditional Formatas |Z| Explanatory ... [Input Linked Cel Note Insert Delete Format Sort & Find &
~ <¥ Format Painter ry- = = === Merge s Center + | 5 - 95 9GS0 g Table- - - - | €0 Fier Select-
Clipboard 5 Font W Alignment 5 Mumber 5 Styles Cells Editing
R3 - ;3 362
A B C D E F G H J K L M N o] P Q R
Full-Time Base
Transaction = Organization = Benefit Program Pay Period Begin Date Pay Period End Date Service Assignment Time Hours for Work Hours = Expected Pay Annualized Earnings Member Employ Calibri ~|11 | A" A" $ -9
1 type Code Member Code Client D Last Name (CCYYMMDD) (CCYYMMDD) Type Code Base Position Per day Periods Pay Rate Earnings Type Contributions | Contribu = A w i
> |RGLR 12345 DEL 123456789 Smith 20190801 2019083101 57 FLTM 120 80000.00  4000.00 SLRY 352.00 jBISo-A-H-Y
: [reLR 2345 DB1 678510234 smith 20130801 2013083101 55 PTME 121 30000.00  2000.00 SLRY 131.00 262.00l
4
5
6
7 VAR
8
o Paste Special...
1o Translate
i1 Insert...
2 Delet
N Delete...
4 Clear Contents
s £3) Quick Analysis
6 Filter ’
7
Sort 3
18
o £3 New Comment
bo {9 Mew Note

P1 i Format Cells...
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Step 6: Switch to the blank workbook you opened, in cell A1 right click and select the first paste clipboard.

S
Home Insert Draw Page Layout Formulas Data Review View

, BI= A-A- -GS
I
@ Copy
f“l:l Paste Options:
e
@ hz3 ﬁt E_} @ |_ﬂ-|%
Paste Special... 3
Insert Copied Cells...
Delete...

Clear Contents

Filter 3
Sort 3

'It,:‘ Mew Comment

aa;as;‘a‘\amwmm#wm—-

2 Tell me what you want to do

@ @ Normal Bad Good Neutral Calculation
Conditional Format as IE Explanatory ... |Input Linked Ce Note =

Formatting = Table =

] d Cut Calibri 11K A === # BWapText
Past (A Copy - — e — = — | =
e <¥ Format Painter B I U- -~ &-A- === 3 [EMerge&Center ~
Clipboard ] Font ] Alignment
Al Calibii |11 =| A" A" § -C4 9

+|J Mew Mote

Bookl - Excel

Styles
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Step 7: The record details you copied display.

I Home Insert Draw Page Layout Formulas Data Review View Developer Help Acrobat £ Tell me what you want to do
f’lj & Cut Calibri dioela s == = 7. EE;Wrap Text General - ﬁ @ Mormal Bad Good
[®Copy -~
Paste = = = == = 0 .00 Conditional Format as Explanatory
B I U~ . L AL = == =3 . . 0 0 00 IZI Explanatory ... |Input
- g Format Painter - — — - - — = = Merge&Center $ "6 ’ o =0 Formatting = Table -
Clipboard [F} Font ] Alignment ] MNumber ] Styles
Al S £ || RGLR
A B C D E 3 G H | J K L M N [9] P Q R
RGLR - 345 DB1 "123456785 Smith 20190801 2019083101 57 FLTM 1211 80000.00  4000.00 SLRY 352.00 622.00
121 30000.00 2000.00 SLRY 131.00 362.00

RGLR 12345 DB1 '6789102345mith 20190801 2019083101 55 PTME

Step 8: In the new workbook, click File.

z)- e = Bookl - Excel
Insert Draw Page Layout Formulas Data Review View Developer Help Acrobat 2 Tell me what you want to do
Calibri S A N === #- 2Bwrap Ted General - ﬁ @ Normal Bad Good
I U~ AL AL === = = - .0 «o oo | Conditional Format as IZI Explanatory ... |Input
+ <% Format Painter - - — ===I|% Merge&Center $ % 9 00 =0 Formatting= Table~
Clipboard [P Font ] Alignment [P Mumber [P Styles
Al - I RGLR
A B C D E F G H | J K L M M 0] P Q R
1 |RGLR 345 DBE1 '123455?8‘5 Smith 20150801 20190831 '01 57 FLTM 121 80000.00 4000.00 SLRY 352.00 622.00
2 |RGLR 12345 DEL '6?8910234 Smith 20190801 20190831 '01 55 PTME 121 30000.00  2000.00 SLRY 131.00 362.00

Page 9 of 11



CALSIRS

EMPLOYER TRAINING SERVICES

Step 9: Click Save As, then click Browse. The Save As window appears.

GOOK| - EXCEl

Save As

R Pinned
@ ecent Pin folders you want to easily find later. Click the pin icon that appears when you hover over a folder.
Other locations Today
[ misee [] peskiop
Yesterday
Soft Launch
G: = MAS - PAT = Materials Library = Soft Launch
Timesheets

Desktop = Timesheets

Save as Adobe This Week
PDE — Aol
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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
1 @ » ThisPC » Documents » v D Search Documents el
Organize = MNew folder == * o
A
&=/ Pictures N Name Date modified Type Size
&. 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
Microsoft Bxcel My Shapes File folder
#@ OneDrive OneNote Notebooks File folder
SAP File folder
£ This pC Snagit 4 9100PM  Filefolder
_# 3D Objects B Copy of Japan 2019.5eptemberadsx 1118 AM - Microsoft Excel W...
I Desktop
|—a Documents b4
ookl.xlsk ~
Save as type: | Workboolk (%= ~
ﬂel Workbook (*.xlsx)
Excel Macro-Enabled Workbook (*xlsm)
Excel Binary Workbook (*xlsh)
Excel 37-2003 Workbook (*.xls)
CSV UTF-8 (Comma delimited) (*.csv)
XML Data (*.xml)
+ Hide Folders Single File Web Page (*.mht;*.mhtml)
‘Web Page (*.htm;*.html)

Excel Template (*xit) I
Excel Macro-Enabled Ternplate ("adtm)
Excel §7-2003 Template (*xlt)

Text (Tab delimited) (")

Unicode Text (*.bd)

XML Spreadsheet 2003 (*aml)

Text (Macintosh) (*.bed)

Text (MS-DOS) (*.bet)

C5V (Macintosh) (F.csv)

C5V (M5-DOS) (*.csv)

DIF (Data Interchange Format) (*.dif)
SYLK (Symbelic Link) (".slk) I
Excel Add-in (*adam)

Excel §7-2003 Add-in (*.xla)

PDF (*.pdf)

XPS Document (*xps)

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