HOW TO ADD NEW HCSP EMPLOYEES IN PSC

Option 1: If less than 1,000 HCSP participants

1. Select Enter Payroll from the “Payroll” drop down menu
2. Enter Payroll Date, your Division, and Expected Contribution amount.
3. Select Continue. It will now show up as light blue when all field have been entered.

Plan summary

B! Print
] Plan >
“Required
=1 Payroll ~ @ Hover over this icon when you need additional information.

i P, Il Date: =
Division: = | P 336 0336 Kanabec County ¥ |
Enter payroll Expected Contribution Total: = § | | @ (j

Upload payroll file

Process payroll file

Pending contributions

View banking
information

45 Reports >

4. Select any source
5. Select Continue. It will now be light blue

Plan Summary

& Print
] Plan >
S0, Participants >
STEP 27Select Your Money Sources
=1 Payroll v
Payroll Date: D4/17/2019
Division: P 336 0336 Kanabec County
Payroll Overview Expected Contribution Total: § 100.00

Enter payroll e Money Source(s) You Want To Process

Money Frze Copy From Previous Last Contribution
Source  Description Remit Date
Upload payroll file BEF1 HCSP Active Contrib. 0411212018

BEF3 Sev/Eligible for Reimbursement
BEF5 Mpls 1SD Annual Contrib.

Process payroll file

" " L Show/Copy Amounts From Previous Contribution(s nue Bﬂlﬂ( "
Pending contributions oy (s] onts

View banking
information

d5 Reports >
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6. Select Add Employee
If the “Add Employee” tab is greyed out, proceed to Option 2 on page 4 and back out of your selections.

Plan Summary

[ Plan

JEL Participants

=1 Payroll

Payroll Overview

Enter payroll

Upload payroll file

Process payroll file

Pending contributions

View banking
information

{5 Reports

B! Print

STEP 3: Update Your Employee and Contribution Information

Use the form below to update contribution amounts and employee information, including adding newly hired employees, before clicking on the Submit
button to proceed to STEP 4 - Process and Confirm Your Contributions.

Payroll Date: 04/17/2019
Division: P 335 0336 Kanabec County
Expected Contribution Total: § 100.00

e Hover over this icon when you need additionsl information.

MNote: Any employeas deleted fram step 2, including employees with ermors or wamings, will be included sgain the next ime you start  new contribution snd will display the ssme erroriwaming if it was
not clesrad previously. There is no need to delste any employee records from step 2 if they da not heve s contribution smount for this payroll

€ Errors must be corrected before confinuing to Step 4- Process and Cenfirm Your Contributions
A\ Wsamings will net prevent you from continuing to Step 4 - Process and Confirm Your Contributions, we do &ncoursge your review in case Updates sre needed.

(3 Tn= empleyse scocunt hss basn temminsied, na updates sllowsd &1 s ima. If you naes 1o mske  canuibution for t1is empioyee, Include tham nere 2nd yau will b2 prompted to rasctivats tham in
Step 4. Once fhay have been reactivated, you will be sbie to edit their sccount.

> > 2 b 2 2  AddChange
? " Add Employee W Add'New Column 9" ? Export v ? Search v

HCSF Active & Birth & Hire & Term s Renis £ Addresa 1 &
Coatin. T Dats & v -3

SuMflx &
= Dats 7 Date

Dslets | Edit Aot & EETIN Lasthams A|  Frsthems 4] Middis &
v = L= - Hama 7

7. Enter information with * next to fields. Once all information is entered Save and Continue will
appear in blue. Employees will automatically be invested in the HCSP default option, the Money
Market Fund. They will receive a HCSP Welcome packet shortly after enroliment with details
regarding making investment changes and designating account beneficiaries.

2

Add Employee A

2 AddNew Column W

*Required
Add Employee

SSN: 444121234

Last Name: Test First Name: |
Middie Name: | Suffic |
Birth Date: |91/01/1970 |5 Gender: | geject- [v]  Marital Status: |_ gejact - [~
Address 1 Address 2:
City:” i | State:” _ Selact - '
Zp Code” [ ] Gourly: [UNITED STATES I
Work Number: | If Extension: |
Employee ID: _: - : Email (Work): |
Hire Date: | |
Salary Amount: Salary Freguency: _ Salect -
Eligibility Code: (yee O np Participation Date: | g [
Ineligibility Reason: |_ gelect - )
YTD Hours Worked: | YTD Total Comp:
YTD Plan Comp: T i ¥TD Pre-Entry Comp: M

Highly Compensated: () yas ONg  Officer C)Yes (Mo Trade Monitoring: O Yes O Mo

Ownership Percent: |

This employee will be enrolled into the Plan's default fund(s). If you nead to update this employee's investment allocations,
you can change them under the Employes Tab once you have entered them here.
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s 3 Sin AddChanpe
m ? hdntohiam v ? i v . R e

Add Employee
SEN: 444121234
Last Mame: Tast First Name. Participant
Middie Mame: Suffior:
Birth Data: o1e1eTo jm.m. E Mantal Status - Salact - E
Address 1. 123 Main Address 2- _
P o S E]
Zip Code: 551101 Country: |UNITED STATES [+]
Work Numbss Exfension
Emplayes 1D: Email (Work)
Hre Dale: p5032018 5
mm[—|_ﬂ Salary Frequency” . Saleet - - [v]
Elgibsity Code Tiyae Cingg Participation Date: _'3
YTD Hours Werked: YD Tolsl Comp:
¥TD Plan Comg: ¥TD Pre-Entry Comg:
Highly Compensaied: O yas Mo Omcer O'ves C'No Trade Monoring T Yes O o
Cwmirship Parcent
Thas empdoyee will be enrolled inbo the Flan's delm hund(s) I you nedd bo updabe thes smployed's imesiment
allocabons, you can change them under the Empioyee Tab once you hive enlered them hems

8. When you finish adding your employees, Select Cancel to move forward with the remittance process.

? AN Employea A 7 "Aod New Coltimi - W 7 Export b 4 s Hﬁ:tm,

Add Employee
-
Confirm 55N
Biirth Do
Last Mams:
i e i e e e e e B
2 e O |
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Option 2: If more than 1,000 HCSP participants

Make sure you are under the HCSP

Select Add employee from the “Participants” drop down menu
Enter information for all fields

Select Continue

PwnNhe

Plan summary

[ Plan >
JIL Participants v
Add a New Employee:
Search employee Enter SSN:
Re-Enter SSN:
Participant Date of Birth: mmiddfyyyy
Participant Last Name:
Payroll p
45 Reports > ]

5. Enter information with * next to fields for the next several screens
6. Select Continue

Plan Summary & Print
[ Plan >
L Participants ¥ SSN: 444121234

Search employee

Add employes Employee Basic Information:

*Last Name: Test
Payrall 3 “First Name:
Middle Name:

Suffix:
15 Reports > “Birth Date- 01/01/1970 (mmiddiyyyy)
“Marital Status: il
*Gender: X

Language Preference: | ENGLISH v

Employee Contact Information:

*Address:
*City:
**State: v

“Zip:
Country: | UNITED STATES v
Home Phone:

Waork Phone:

\Work number recommended to provide a
more accurate reporting and website experience
Extension:
Fax:
OEmail recommended to provide a more accurate

Email: reporting and website experience.

* Mandatory Fields

** Mandatory Fields for the United States and Canada only
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7. Select Continue.

Plan Summary

] Plan >
S0 Participants ~

Search employee
Add employee

=1 Payroll ]

n@ Reports »

You do not need to enter anything on the Eligibility Information screen.

= Print

SSN: 444121234

Waming: You may need to update your payroll file to reflect any eligibility changes made below.

Eligibility Information:

Name: PARTICIPANT TEST

Eligibility Code: |
Participation Date:
Participation Date Source:
Ineligibility Reason Code -

(mmiddiyyyy)

£ xit without adding employee

8. Enter information with * You may enter $0.00 if you do not know

9. Select Continue

Plan Summary
) Plan >
), Participants ~

Search employee

Add employee
=1 Payroll 5
5 Reports 5

& Print

SSN: 444121234

Enterlincome Data:

Name: PARTICIPANT TEST

*Salary Amount:
“Freguency:

Previous Pave Edt without adding employee

10. The only field you need to complete on this screen is the hire and termination dates. Select Continue.

Plan Summary
] Plan >
S0 Participants v
Search employee
Add employee
=1 Payroll >

g reports >

& Print

SSN: 444121234

Add new employment information:

Name: PARTICIPANT TEST

Super Officer? 'No
Highly Compensated? | Ng
QOwnership Percentage |
Trade Monitoring Indicator? | v
FT/PT Employee| v
Overseas Employee? [
Overseas Date | R

Hire Date
Term Date |
Term Reason | v
Employee Id
Insider? | No
Officer? | No

(mm/ddlyyyy)
(mm/ddlyyyy)

4 4 4 4

(mmiddlyyyy)

Previous Page it without adding employee
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11. Select your Payroll Center, it will not be State of Minnesota
12. Select Continue

Plan Summary

] Plan
JEL Participants

Search employee
Add employee
(=1 Payroll

r@ Reports

Plan Summary
[ plan
I, Participants

Search employee
Add employee

Payroll

45 Reports

- SSN: 444121234

Name: PARTICIPANT TEST

*bset Information:

Select Payroll Center: | P 1 0001 Minnesota State of

Previous Page.lbdl without adding employee

13. Select Continue Using Default Allocation at the bottom of the Allocation page

& Print

SSN: 445121234

Unable to retrieve participant allocations

Name: PARTICIPANTS TEST

Note: Funds may impose redemption fees on certain transfers, redemptions or exchanges if assets are held less than the period stated in the fund's
prospectus or other disclosure documents. For more information, please refer to the fund's prospectus and/or disclosure documents.

Enter New allocations for future contributions:

Investment Option

International
Broad International Stock Fund

U.S. Large C

ap Stock

US Stock Actively Managed Fund
US Stock Index Fund

Balanced

Balanced Fund

Bond

Bond Fund
Stable Value
Stable Value

Fund

Money Market
Maney Market

Fund Short Name

MN-F3 1

MN-F2 1
MN-F1 1

MN-F6 1
MN-F4 1
MN-F7 1

MN-F5 1

Total{0 %

You have now successfully set up your employee if you reach this page. ©

Plan Summary
[ Plan
JIL Participants

Search employee
Add employee

=1 Payroll

rEI Reports

Participant deferrals may not be changed at this time.

You have successfully added the employee FARTICIPANTS TEST

( Continue Using Default Allocation ' Continue Without Allocations

Enter Percentage

0

If you have a large
number of employees to
enter, 20+, please reach
out to MSRS Payroll
support for a possible

upload option
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