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Uploading a payroll file for your ESBA plan

Before starting, ensure that you are using the correct payroll template for your plan. You can
download a template from the ESBA help page.

1 Log in to Schwab ESBA Connect and click the Payroll button at the bottom of the home page.
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Uploading a payroll file for your ESBA plan

Click Choose File under Upload Payroll File.

Home Automation Center [[ILRYWNUNY Report Center Change Password Help Exit Single Signon

&2 Payroll File Upload

Step 1. Upload File | Step 2. Verify File | Step 3. Contribution Totals
To upload your file, select a Plan ID. Browse to your files location and selact the file. Choose the pay data for the payroll

file. If it is not a reqularly scheduled payroll, selact OFf Cycle Payroll. Select the divisions included on the payroll file. Click
Upload File.
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Off Cycle Payroll No Payroll events available for plan.

- Division

Division 0

Select All Divisions

[ Upload Payroll

Select a File to Upload
No file chosen

(Oskip New Participant Threshold Check

Upload Payroll File

Please select a payroll file to upload by clicking the "Browse" button below. Click the "Upload File” button to continue.

Use Previous Payroll

Select this option to edit your previously submitted payroll file (for this plan/division combination). Any changes that
you make will be submitted against the newly selected payroll date.

Use Previous Payroll

Create a New Payroll

Select this option to create a new payroll file from scratch starting with a list of eligible participants.

Create New Payroll
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Uploading a payroll file for your ESBA plan

3

Browse for you payroll file to upload and click Open. The file must be an Excel (.xlsx) file.

55\3 Payroll File Upload

Step 1. Upload File | Step 2. Verify File | Step 3. Contribution Totals

Upload File.

To upload your file, select a Plan ID. Browse to your file's location and select the file. Choose the pay date for
file. If it is not a reqularly scheduled payroll, select Off Cycle Payroll. Select the divisions included on the pay
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Upload Payroll File

Please select a payroll file to upload by dicking the "Browse” button below. Click the "Upload File” button to continue.
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h starting with a list of eligible participants.

File name: | Pretax & Roth Payroll Template
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Uploading a payroll file for your ESBA plan

Click Upload Payroll File.
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&2 Payroll File Upload

Step 1. Upload File | Step 2. Verify File | Step 3. Contribution Totals
To upload your file, select a Plan ID. Browse to your files location and selact the file. Choose the pay data for the payroll
file. If it is not a reqularly scheduled payroll, select OFf Cycle Payroll. Select the divisions induded on the payroll file. Click
Upload File.
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Please select a payroll file to upload by clicking the “Browse" button below. Click the "Upload File” button to continue. Select this option to edit your previously submitted payroll file (for this plan/division combination). Any changes that Select this option to create a new payrall file from scratch starting with a list of eligible participants.

you make will be submitted against the newly selected payroll date.
Select a File to Upload Create New Payroll
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Uploading a payroll file for your ESBA plan

Select your Excel worksheet. Your financial template should be selected already. Check the box | agree that my data looks
correct and then click Submit File For Edit.
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&3 Payroll File Upload Payroll Information

Step 1. Upload File | Step 2. Verify File | Step 3. Contribution Totals —
The templates normally used to process your payroll files have been applied to your file. Review the data displayed. If it looks correct, select T agree that my data looks correct. Click Submit File for Edit to go to Contribution Totals Validation step. If your data does not look correct, | payroll Date
you can select another template assigned to your plan/division and dick “Apply Templates.”
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Select Excel worksheet: | Sheetl v| 1
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Apply Templates

lease make sure that the templates you have selected have been applied to the fie correcty.
[ Template - 1 PRE 1 ROTH - (variable)
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1 agree that my data looks correct.
Submit File For Edit
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