Gatekeeper Reporting

Gatekeeper Contacts:

Carrie Walsh cwalsh@qatekeeperteam.com
Stephanie Bales  sbales@gatekeeperteam.com
Brent Dunham bdunham@qgatekeeperteam.com

Contracts need to be submitted to Gatekeeper asasopossible.

For IRS purposes, a written plan document MU&be created and approved by your
Board of Education prior to January 1, 2009. Ineoffdr Gatekeeper to develop your
written plan document, you must submit your 11 palz® Design Option Form to
Gatekeeper as soon as possible.

If you do not have your written plan document coetgdl, you do NOT have to wait to
start submitting files to Gatekeeper. You are enaged to start sending files as soon as
possible.

There are 4 files that are being requested for sagiom:

Census (Totals from 1/1/2007 to 12/31/2007)

Investment election

YTD (Current year totals from 1/1/2008)

Payroll (This file will be generated with each paliafter your YTD file has been
submitted)

You should run independent checks and balancelseofilés. Totals for the YTD and
Payroll files for Gross Salary, State Retirement 403(b) deductions should be emailed
to Stephanie Bales or Brent Dunham and copied taeO&alsh.

The files should be uploaded to Gatekeeper in @sm(na-delimited) format. Once the
YTD file has been submitted you will then needudbrsit the payroll file after each new
payroll you process. This will keep the data update Gatekeeper’s system.

403(b) payments should continue to be sent tonttliwidual vendors the same as usual
until you begin the remittance process through sgper (usually 2 payroll periods after
your YTD file is submitted.). Once Gatekeeper begemitting on behalf of your

district, you will need to start submitting the mdual payments through EFT to
Gatekeeper. After a few months, the deduction ctalethe payments can be combined
into one code under Gatekeeper if you would lileyéver, this is not a necessary step.

NOTE: There has been some confusion on whether oohto include severance
payments in the gross amount. It has been confirmetthrough Gatekeeper
representatives that severance should NOT be incled in gross. If the employee
chooses to contribute part or all of their severaneto a 403b, report the
contributions amount but NOT the severance amount.
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Programs for Gatekeeper Reporting are located iRSJECL under the USPS main
menu.

USPS
Nov 17 08 Main Menu

1. USPS_MNT  Maintenance Programs

2./ USPS_PRC  Payroll Processing Programs

3. USPS_RPT  Report Generation Programs

4. USPS_ANN  Annual / Quarterly Programs

5. USPS_IN@ Inquiry Programs

b. USPS_SAL  Salary Schedule Progranms

7. USPS_DTR  Datatrieve Menu

8.| USPS_UDMS User Report Writing/Data Extraction/Inquiry Tool for USPS

9. USPS=E District Configuration and Setup
10, Locally Defined USPS Menu

There are 8 programs available for Gatekeeper ti@gor

USPS_LCL Locally Defined Programs and Utilities
Dec 95 08 Lacal Menu

16. ELIRET Employee Retirement Eligibility

17. GATEKEEPER Gatekeeper Census/YTD File for Upload to Secure Website

18. GK_INVEST Gatekeeper Investment Export File for Website Upload

19. GK_INV_RPT Report for Gatekeeper Investment (Corresponds ta GK_INVEST)
20. GK_PAY Payrall File for Gatekeeper website upload (UDMS)
2l. GK_PAYJOB JOB ©1 Payroll File for Gatekeeper website upload

22. GK_PAYJOBR JOB 01 Gatekeeper Payrall Repart (corresponds ta GK_PAYJOB)
23.| GK_PAY_RPT Report for Gatekeeper Payrall Files (correspands ta GK_PAY)
24, GK_REPORT Gatekeeper Census/YTD Report(matches GATEKEEPER file output)

GATEKEEPER and GK_REPORT create the Census/YTDrinédion.
GK_INVEST and GK_INV_RPT create the Investment Etecinformation
GK_PAY and GK_PAY_RPT create the Payroll informatio

GK_PAYJOBR and GK_PAYJOB create the Payroll infotimabased on Job 01

There are two programs for each type of file, aa report for data verification and the
other is the submission file.
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The Census and YTD information can be obtainedguiia same programs. The Census
file should be run on calendar year end 2007 filée YTD file should be run on the
current files.

Census — Calendar Year 2007 (1/1/2007 to 12/31)2007

The census file covering 1/1/07 to 12/31/07 willneeessary in order for Gatekeeper to
perform the 2007 calendar year review, if yourrgissigned up for it.

At your name prompt, type CYUSPS

$ cyusps

Your name prompt will change to include CYUSPSdl®ws.
ICYUSPS$

Go to the USPS_LCL menu and select the GK_REPORgdram.
USPS_LCL Locally Defined Programs and Utilities
Nov 17 08 Local Menu

16. GATEKEEPER Gatekeeper Census/YTD File for Upload to Secure HWebsite

17. GK_INVEST Gatekeeper Investment Export File for Hebsite Upload

18. GK_INV_RPT Report for Batekeeper Investment (Corresponds to GK_INVEST)
19. GK_PAY Payroll File for Gatekeeper website upload (UDMS)

20. BK-PAY-RPT Report for Gatekeeper Payroll Files (corresponds to GK_PAY)
21C BK_REPORT )Gatekeeper Census/YTD Report{matches GATEKEEPER file output)

Execute the program.

GATEKEEPER CENSUS/YTD REPORT
This program creates a report that lists some of the fields that will be
included in the submission file created by the BATEKEEPER program located
in the USPS_LCL menu. The report contains all employees that have a Federal
YTD Gross amount greater than zero.

You should review this report first to check for accuracy of the
employees and amounts being reported to help you determine if you need to
make any updates to the GATEKEEPER export file ahead of time. Please keep
in mind that the report will be very long as there will be multiple lines
displayed for an employee if they have a 403(b) deduction code with a YTD
deducted amount greater than zero, or if they have multiple retirement
records (590/591, 590/690, 591/691). There will also be a total line for
for each employee on this report.

Output file: Bik_REPORT. TXT
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View the report on your screen.

{3-H0V-08 09:09 AM CC_BK_403_CENS PRRE 1
Census/YTD Report for Gatekeeper
lata definition (CC_BK_403BTEST)

EMPLOYEE Pre-tax Pre-tax  Roth Roth 4038 et flet Y10
551 Last Mane First Mame  403(b) 493(b) Contrib 463(n) 463(b) Contrib  BOYTD Code  Emp YTD  Gross
(09449475 COMD PERRY (0p 0,00 o0 0,09 6.00 591 5,6B2.46 56,624.94
(09449475 COMD PERRY 502 150,00 600 0,09 45,00 581 5,B62.46 0,09
(09449475 COMD PERRY 527 3,790.00 009 0,09 106,60 581 5,662.46 0,09
fnounts Reported on Export File: 3,900, 09 0,00 145,00 b,b62.46 56,624,944
(124428248 LANGE JESSICA (0n 0,60 o0 0,09 g.00 599 2,367,090 23,878.67
(24428248 LANGE JESSICA (0p 0,00 B70 .00 30.00 590 2,367.9 0,09
Fnounts Reported on Export Files 0,00 75.00 30.09 g,67.91 23,070.67

BF_REPORT.TXT 1/3198 0% Uit <Top <Bottom <keidth <Prage <F>ind <Mext <Sbave

Press ‘B’ on the keyboard to go to the bottom efriport. Press the page up key to see
the page number. This report may be very larggpsowill need to determine whether or
not you want to print the report. Every employeat thas a YTD Federal Gross AND an
employee or board YTD Retirement (590, 591, 69Q,) @@ducted amount greater than
zero will be included on this report. If an empleyaso has a 403(b) or Roth YTD
contribution greater than zero, they will have ddional line on the report for each
deduction.

As you can see in the example above, Perry ComonNwmg03(b) deductions with YTD
contribution amounts greater than zero, from th2 &fd 527 deduction codes. He has 3
lines total on the report.

Check the totals for each employee on the repartake sure the calculations are
correct. The total line contains the amounts thlitb@ reported on the submission file.
Here is what to check:

- Employees with both a 590 and 591 retirement reaata 403(b) deduction will
result in the retirement contribution amount beilogible what it should be.

277502067 CRKE PRTTY 000 0.00 060 0.00 0.00 590 5.63 20,476.25
277502067 CAKE PATTY 000 0.00 00 0,60 0.00 59 42,00 20,476,285
277502067 CAKE PATTY 527 {9,705.00 040 0,00 0.00 590 5,63 0,00
277502067 CAKE PATTY 527 {9,705.00 040 0,00 0.00 59 42,00 0,00
finounts Reported on Export File: 18, 765,00 0,00 0,00 |:>95.EE 20, 476,25
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- Totals on the report are calculated on unique anspso when an employee has
two 403(b) deductions for the same amount the withhot be correct as it will
only count that amount one time.

275867474 MUFFETT
276867474 MUFFETT
276867474 MUFFETT

finounts Reported on Export File:

il 0.60 0o
501 25.00 000
b0z .00 000

I:> .00

0.00
0.00
0.00

0.00

0,00
0.60
0.00

0,00

530
530
530

L,b40.18  16,401.80
1,640.18 0.00
1,640.18 0.00

L,640.18  16,401.80

You will need to manually adjust the amounts ongihlemission file if any of these

situations occurs.
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Census Submission File

In the CYUSPS account, go to the USPS_LCL menusetett the GATEKEEPER
program.

USP5_LCL Locally Defined Programs and Utilities

Nov 17 08 Local Menu

16I3atekeeper Census/YTD File for Upload to Secure Website

17. GK_INVEST Gatekeeper Investment Export File for Hebsite Upload

18. GK_INV_RPT Report for Gatekeeper Investment (Corresponds to GK_INVEST)

19,/ BK_PAY Payroll File for Gatekeeper website upload (UDMS)
20. GK_PAY_RPT Report for Batekeeper Payroll Files (corresponds to GK_PAY)

21. GK_REPORT Gatekeeper Census/YTD Report{matches GATEKEEPER file output)

Execute the program.

GATEKEEPER CENSUS/YTD FILE

This program creates a pipe-delimited file that lists employee data

for upload to the Gatekeeper secure website. The file lists employees who
have a YTD Federal deduction amount greater than zero and also have a
590, 591, 690, or 691 deduction with YTD amount greater than zero.

The files will include Pre-tax 403(b) contributions based on the annuity
type of 'C’ from the DEDNAM record and YTD Contribution amount greater
than zero. Also, Roth 403(b) contributions will be included based on the
'Designated Roth' flag of 2 from the DEDNAM record and YTD Contribution
amount greater than zero.

Please refer to the 'Gatekeeper Files’ document for more information
concerning updates that may need to be made to the file before submitting.
The file should be opened in Excel, updated, and then saved as a csv
(comma-delimited) or xls (Excel workbook) format before submission to
Gatekeeper.

Output file: GATEKEEPER. TXT

Copy the output file, GATEKEEPER.TXT, to your ditery by using the following
command at your name prompt in the CYUSPS account.

COPY GATEKEEPER.TXT [--.<username>]

Replace <username> with your username, drop thgi@pdefix.
For example, my username is cc_cvansickl so | wenter
COPY GATEKEEPER.TXT [--.CVANSICKL]

This will copy the report to my directory
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After entering the copy command you will receive@ssage similar to this one:
%COPY-S-COPIED, $13DGA602:[<district>.CY_USPS.USBR[TEKEEPER.TXT;1
copied to $1$DGA602:[<district>.<username>]GATEKHEEHRTXT;1 (383 blocks)
This confirms the file has been copied to your ctivey.

In my test account for Sample City School Distribe message would appear as follows:
%COPY-S-COPIED, $1$DGA602:[SAMPLE.CY_USPS.USER]GAXBEPER.TXT;1
copied to $1$DGA602:[SAMPLE.CVANSICKL]GATEKEEPER.TIX1 (383 blocks)

Now you need to transfer the file to your PC. SE@WEcommends and supports the

Session Properties

General l Startup] .ﬁ.dvanced] Firewall]

Frofile Hame: |.-'1‘-.Ipha

El

Hozt Mamedbddress: | SEONVCA, SEOVES. 0N

Host Type: |WMS MultiNet

=l

zer (D ||:-:_|:vansi|:k|

WS-FTP program for transferring files. Log into y@ccount.

?)X]

M e
Delete

[ Anongrous

PEISSWEI[EI: L T I_ Sa\-'e P'."'.'lj
Account: |
Commenk; |
k. | Cancel Apply Help

A WS_FTP LE seovea.seovec.org,

Local Spstem

1(: ~Documents and SettingszhcvansickDesktop j

M ame Date

Remote Site
|USERS1: [DEMO . DEMOO ] |
"| | Size I ChaDir "| i‘jame .Date | Size l Chalir
® .. A : (% DISDET.CSV:1 20080424 12:39 A -
(3 archive 20081031 13:15 bk Do \EE] DHAMRPT PARMS:1 20081117 08:53 bk D
3 EMIS FYO09 20080818 07:32 % DHAMRPT . TXT:1 20081117 08:53
3 Hanuals 20080721 20:22 [ EMFLOAD . TXT;1 20081118 09:04
3 oasbo 20081029 12:52 : [ FTF_SERVER .1OG; 2 20081118 09:56 Wi
] onbase proced™ 20081011 20:43 —— [® FUTBAY -PARMS: 20080424 11:02 e
3 Queries 20080401 08:05 EF [ GATEKEEPER . THT: 1 20081118 09:45 1
3 temp 20081118 09:20 A 5 | ~EEPOR LT & 20081118 09:24 2
£ USAS FYEND 20080521 05:01 —_— (% INICAL START.PARM~ 20080606 08:59 —
3 USPS FYENWD 20080804 14:13 [ INPUT 211191 .10G;~ 20081117 21:06
[ ArchiveMemo.d™ 20081025 19:40 1 e [® INFUT_595337.L0G;™~ 20081117 12:25 EapL
[ athens_outpos™ 20080623 13:13 [® INPUT_790425.L0G;™~ 20081117 21:04
@Al daads b mae TTODW Tee AANONO219 12.17 b Dirlnfo el TWDITT 02¢7en Tow™.m IAA211417 17724 \,. Dirlnfo
A > | >
" ASCI (¥ Binary [ Auta

150 List started. -
| Received 4476 bytes in 0.3 secs, [137.82 Kbps), rans]  [ucceeded
| 226 Transfer completed, LJ

Lloze | Cancel | —tiwind | Help | DOptiong | About | Ezit |

Find the GATEKEEPER.TXT file on the right side betprogram and transfer using the
ASCII transfer type to your desired location on yBC.
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Open Excel and then open the file, selecting tigxtypes.

E3 Micresoft Excel - Book1

Fil= Edit Miew Insert  Format  Tools  Data Window  Help

DEeEHam AV s B2BR-T -

S R R TR A B UL ]

DEmts AT P Qﬁ ¥ Raply with Changes ¥ Arial -0 - B I O
Al - pd
o B | ¢ | p | E | F | Ho[ 1 [

1

2h

I

4 - ;

5_ Lookin: |@ Desktop ;! &= - @ b B ~ Tocls =

__E“ @Mv Documents

F'"_ -;:j Q My Cormpuker

:B__ Histary ‘_‘ﬂMy Mebwork, Places

=] () archive

10 (5 EMIS FYO9

_1_1__ |T)Manuals

1_2_ My Documents h::_:lDaSbC'

13 | Zonbase procedures

_'IE_ M [ Queries

16 Deskkop I1USA5 FYEND

jir )USPS FYEND

18 e ] aUDRPT.THT

19 |il = :EFI.TE}::ZEEF'EF!..TZ:-:ZT

) Favarites 883 oMBASE_vEN.CSY

21 :ﬁ

22 e File name: i [
_2_§_ My Mebwork, — I "'i Qpen

24 Places @Text Files (*.prm; *.txt;:y ;! Cancel |
25 _ . . . . =
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The Text Import Wizard will guide you through impag this file into Excel. Select
‘delimited’ and click Next.

The Text \Wizard has determined that vour data is Fixed Width,
IF this is correct, choose Mext, or choose the data bype that best describes wour data.

Criginal data type

Skart impork at row:

1 =

Preview of file CiDocuments and Settingsicvansicki Deskiopitemp GATEKEEPER., THT.

Choose the file bype that best describes ywour data;
{s ] - Characters such as commas or tabs separate each Field,
- Fields are aligned in columns with spaces between each Figld,

File arigin: | 437 : OEM United States ﬂ

|11 (005449475 | COMO |PEREY )

|2 (024478748 | LANGE | JTEEEICA |

|3 (| 04444319 [NIWVEN |DAYVID |E

|4 || 047445451 | ANDERSOHN | TIM IT

|E (0428528 78]1 |SPRINGER | TEREY |

! i
Cancel | H Mext = I Einish |

The file is delimited by the pipe symbol | so stlether’ and enter the symbol. Click
Next.

Text Import Wizard - Step 2 of 3

Delimiters
[ Tab
[ Space

Data preview

This screen leks wou set the delimiters your daka contains, You can see
how wour kext is affected in the preview below,

[ Treat consecutive delimiters as one

Text gualifier: | hd

n02443475
Nz44z223F48
n444472159
47445451
nasSzZs7el

oMo
LAMNGE

HNIVEM

ER3Z0ON
PRINGER

[PERET
ITESSICA
LAVID
ITTH
HERET

=

Cancel < Back CI/MEE
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The first column with the social security numbersighlighted; select the format for this

field to be ‘Text’ so that any leading zeros widl ketained. Click Finish.

This screen lets wou select each calumn and set olurmn data Farmat

the Daka Format, ™ cenersl
‘aeneral' converts numeric values ko numbers, date
values to dates, and all remaining walues ko bext, Date: |MD"|" j

" Do not jmport colurnn (skip)

Copcral Cepcerol
PELEY 2 -
TESSICA

[AVID E

T T T

TELDY [

Cancel < Back k Einish

Delete column A.
E3 Microsoft Excel - GATEKEEPER. TT

File Edit ‘iew Insert Format Tools Data  Window  Help

O SHE SRV L bR & = -2l 2] P -3,
g Ty ]| = 2 Arial -0 -| B F O = =
- %

A = C D E F ] H J
1 Iﬁ094494?5 COomo PERREY M 521955 8/23/1999 B251 AVD SAMPLE
2 h2442824E LAMGE | JESSICA FH R 95261991 1520 STAT SAMPLE
3 044442815 NIVEN DANID =] FesEE 830/1993 24 MORTH SAMPLE
4 47445451 ANDERSC JIM T 4181949 9/9/1996 6600 BROY SAMPLE
5 48528781 SPRINGEIJERRY D 98970 8252003 11 EASTE SAMPLE

Expand all of the columns by clicking on the laftreer to highlight the spreadsheet, and

then double-click the line between column A and B.

Al Fe 009445475

L B C D E F 5

MD FERRY M B/221955 B/23/1999 6251 AVD
2 T24428245[ANGE | JESSICA FEHEERER Q251991 11520 5TAT
3 ?44442815 MIWVEM DAL D B e 57301993 24 NORTH
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Go to the SEOVEC Website to Fiscal Services, Us@p8rt, USPS Information, 403(b)
Reporting and open the Gatekeeper Census/YTD Eiteplate

403(b) Reporting

GATEKEEPER
Gatekeeper Payroll File Template (Excel)
Gatekeeper Census/YTD File Template (Excel) <:I

Expand the columns and copy the first row.

Ed Microsoft Excel - GK_census_ytd_template.xls

File Edit Wiew Insert Format Tools Data  Window  Help

DEESE GRY $BBR-C o-c- @S- Wsw -0,

g T ] o= » - arial -0 - B I U E=
C11 - e
A, B £ D E F G H
1 |Social Security Number Last Mame |First Mame Middle Mame Date of Birth Date of Hire Address 1 | Address 2
2

Insert this copied row into the GATEKEEPER.TXT sgisheet

File Edit “iew Insert Format  Tools
EeEdS8 &RV & BE

W Ga ¥ a2
A - fe 009449475

A, | E

A9 AAQATE iCikA™
&b cut
Copy
@ Paste I=
Paste Special...

| Insert Copied Cells

Delete

(Cu R R R SR R S

Clear Conkents

a =
P ]
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Expand the columns again, now each column haspiw@griate headings.
A 0

B C E F
1 [Social Security Nurnber ILast Marme First Mare Middle Mamea Date of Birth Date of Hire
2 002449475 COMO PERRY I /2201955 B/23A1999
3 [024428248 LAMGE JESSICA 12029419500 97261991
4 044442819 MIWEMN DAID B 10161947 8/30/1993
5 047445451 AMNDERSOMN Jind T 4/18/1949 9/9/1996
5 [D48528781 SPRINGER JERRY D Q919700 B/25/2003

Select the total columns and format the cells tolners.
P [ Q| R [ s [ T |

Pre-tax 403(b) Contrib Raoth 403(b) Contrib  Employer Paid 403(b) Contrib | State Plan Code [Employee State Plan Contrib |Gross Salary

3.500.00 0 145 STRS SGE246 5652494
0 75 30/SERS 2367.91 2337867
2,100.00 = e ; 252464 2544611
2,100.00 Format Cells @E 537674 5376767
0 341517  34.351.15
] Humber l Aligrnent ] Fark ] Barder ] Patterns ] Protection ] 053 55 0 093501
o] Category: Sample 3,164.45 31,7943
2985.00 Employee State Plan Contrib 513590  51,558.99
0 Decimal places: |3 _ 393.75 3,937 .50
0 = ' = 2208 2205
0 105 1,050.00
0 [ Use 1000 Separator () A948.00  49,480.40
0 Megative numbers: 402779 AD27FO7
0 132279 1352797
0 e (11223;4 1100) 172520 1725191
0 ' 28 280
Cuskam 1234.10

0 =k ! = 5478.87 6478787

8] P Q R 5 T

|F're—ta>< A03h) Contrib iRoth 403(k) Contrib | Employer Paid 403(h) Cantrib | State Plan Code Employes State Plan Contrib |Gross Salary

3300.00 0.00 145.007RS S662.46 SEG24 94
0.00 75.00 J0.00ZERS 2367.91 23878.67

2100.00 0.0o0 0.00 STRS 2524.64 2544511
2100.00 0.0o0 0.00 5TRS 5376.74 53767 67
0.00 0.00 0.00 STRS 341517 343581.15
0.00 0.0o0 0.00 SERS 963.55 9336.01
0.00 0.0o0 0.00 STRS 3164.45 31794 .81
2985.00 0.0o0 0.00 5TRS 5135.90 51558.99
0.00 0.00 0.00 STRS 393.75 3937 .50
0.00 0.0o0 0.00 SERS 2205 220,480
0.00 0.0o0 0.00 STRS 105.00 1050.00
0.00 0.0o0 0.00 STRS 4945.00 43450.40
0.00 0.0o0 0.00 5TRS 402779 40277 .07
0.00 0.00 0.00 SERS 132279 13527 97
0.00 0.0o0 0.00 SERS 1725.20 17251.91
0.00 0.0o0 0.00 STRS 28.00 280.00
0.00 0.0o0 0.00 SERS 6478.687 64787 .87

Make any needed corrections to the amounts perrgoigw of the report.

Make sure a birth date and hire date is listecdfmh employee on the submission file;

these fields should not be left blank. These fieldsiot display on the report file.
A B C D

1 |Sucia| Security Murnber Ilast Mame First Mame Middle MName Date of Birth Date of Hire
2 (009449475 COmMO PERRY I /2201955 823719099
3 24428248 LAMGE JESSICA 12029119500 9/26/1991
4 [D44442819 MIEMN DAWID B y

5 047445451 ANDERSON JIkd T 4/18/1949 0/9/1996
5 [D46528781 SFPRINGER JERRY D 999700 8/25/2003
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Save the spreadsheet in Excel format so you sagtbing you have done before and
you can easily refer back to it if necessary.

Ed Microsoft Excel - GATEKEEPER,

@ File Edit Wiew Insert Format Tools Data  Window  Help

DEeEasg SRY $BER - oo @ = -8 % P we -3,

e . B e Wil Qg W [l with Chamge: ¥ Arial =10 - B F 1
LiE38 - A BERGMAMN | INGMAR L

I - T : T I |

515444504067 ROOT JANEAL 5420 88 ROOT , JANE

1@ Deskiop

i) U:'IM':-‘ Documents @Desk Reference Cct 2007, xls
=4 | 4 My Computer ) STAFFNUMBERS. xls
________ 4 Histary ﬁMF Metwork Places gjtemplateglanwithease.xls
1 | harchive

ﬁ I|jEMIS F¥09
I_iManuals

My Documents h:f:lDElShD

| jonbase procedures
If:'-'lQueries

If:',']temp

[C3USAS FYEND
|CHUSPS FYEND
@athens_uutpos.xls
@henscn_template.xls
@demo account. xls

= File name: GATEKEEPER . +ls Ra ciia |
My Pletwark —

Dadlh Places Save as L':-"I:IE: Microsoft Excel Warkbook: I:.:+:.::-::|5.:I ;! Cancel
E"l[ll jm) LJp o g <
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Balancing

Now total the amount columns on the spreadsheeparidrm balance checking. Keep in
mind that you may need to add or remove employ®es the Gatekeeper submission
file. Report all employees that are not specifichited for exclusion in your Plan. If you
have any questions concerning whether or not tadecan employee in the file, contact
your Gatekeeper representative.

Run ERNREG for the calendar year to compare totals.

The Gross YTD will be off due to retirement notrmpdeducted for:

- Student workers

- Board members

- Severance

- Missed deduction setup
NOTE: To retrieve the Gross YTD amounts througha8dfom the PYUSPS files, your
files will need to be copied to a demo account.

The total gross on the GATEKEEPER.TXT file is 13%¥1.83
The total gross on ERNREG is 15,524,561.33
Difference 21,189.50

FEEERERERERRRRREETRERERES

#  GRAND TOTALS ¢
B

BROSS 0Ok WETUOED.CODE DED.AWT BD.AWT |
------------------------------------ rmrmrenn mememnnnn e

TDTHL 14982, 14- 10258751.18! 001  1529761,03 !

| o6z 395396, 92 !
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Safari can be used to more easily find the disecrepa

Ed Microsoft Excel - Book1

File Edit Wiew Insert Format  Tools | Data | Window  Help

T , A 1
NEeEan SR Y 4 B @Ee sot. - 8] 2] i B oo -
1o i3y Zl Qﬁ Eilter 3 .10 - B I

A1 - e | Import External Data b| % Import Data...

B C D i Mew Web Query..,
1 i Mew Database Query. .. |H

L

07 e | L B =
=

| [

£

Choose Data Source

Databazes l Queries ] OLAP Cubes
inentony® ~
M5 Access Databaze® b Eames]
OBSERVER*
S afar_Connection Browse...
S afar_Connection®
Safan_Connection® Options...
TEST OB*
Uzas” 4

b’

®| Iv Use the Query Wizard to create/edit queries

Server Connect -

Login [nformation

X

SetWanables...
Server Mame |senvca.sewec.nrg
: Trouble Shooting...
|Jzer Mame |-:I:_|:vansu:kl q
Passwnrd EEPFE PRI

Command File M ame |Decn$:safari uzps

Service Parameters

Part Humber |#2334‘I

ASG-Safan |uu:|mssw

| k. | Cancel |
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Query Wizard - Choose Columns

YWhat columns of data do you want to include in pour query?

Axvailable tables and columns: Columnsz in your quen:

DED_FEDERAL TRUE_S5M J
55N FULL_M&ME J

EMPLOYEE_ID GROSS_YTD
STREET <

CITY
CTATE
< | =

oLk

[ £

Preview of data in selected column:

El Preview Mow O ptions. .. | et = | Cancel |

Query Wizard - Filter Data

Filter the data to specify which rows to include in your quer.
If your don't want ta filker the data, click Mest.

Columi b filker: Only include rows where:
TRUE_S5SM GROSS_TD
FULL MAME . - -
||s greater than J ||:| J
o and O 0O
' = | =
- -
' = | =
. -

@ < Back | Mest » | Cancel |
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X)

Query Wizard - Sort Order

Specify how pau want pour data sarked.
If your dan't want ta zort the data, click Mext.

¢ Azcending
" Descending

~
~

| -

@ < Back | Mest » | Cancel |
Query Wizard - Finish E'
YWhat would vou like bo do next?
Save [uen...

{+ Heturn D'ata o Microsoft Excef

" Wiew data or edit query in Microsaft Quen

" Create an OLAP Cube from this queny

@ < Back | Finizh | Cancel
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Save fis El E|

Save ir: | I Queries ﬂ EF Ed-
-EICJIID_tESt_VEI‘IdDF_UlUlq-E.dq‘;.-' testE_au:J:u:uJ:-rDmptstatus.-:Iq';.-'
atu:lsu:n.u:lq';.f testS_au:J:u:uJ:-rDmptstatus.-:Iq';.-'
I:ui-:u_l:ll:l_email.l:lqy test.dqy
gatekﬂeper_census.dqy test_au:_iu:ubscn.dqy
ju:ul:usu:n.dqy test_acjnjrnmptstatus.u:I-:n.f

labels.dagy

File narne:; federal_gross
Save as lype: ||]uerj,l Files [*.dqy) ﬂ Cancel

Save the query, and then return the data to Excel

Import Data

Where do wou want to put the datar ‘ O )
(¥ Existing worksheet: » I
Zance
Esest B _ oo |
" Mew worksheet
@ Creake a PivotTable report. ..
Properties. .. Edit Query. ..

A
1 |TRUE_SSH|FULL_MAME GROSS_YTD}
2 |00BS41079 [WINTERS |, SHELLY W 95
J |0094459475 (COMO | PERREY N ahE24 594
4 |024425248 (LANGE | JESSICA, 23878 B
5 044442819 (MNMNVEN | DAYID B 2544611
B |047445451 [ANDERSORM | Jitd T 53767 B
7 |048525781 |SPRINGER |, JERRY D 3435115

Select the name and gross_ytd columns and copy.
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Paste the columns into the GATEKEEPER.TXT spreagishiter the Gross Salary

column.

- 0000 v | v

Gross Salary jFULL _NAME GROSS YTD
AEEZ24 94 WYINTERS | SHELLY WY 9.5
23B7REVCOMO | FERRY M AB624 94
20446 11 LANGE | JESSICA, 2357867
83767 BYMIMEM |, DAVID B 2544611
34351 15)ANDERSON | JIk T 53767 &7

933536 .01 |SPRINGER |, JERRY D 34351.15

Now you can compare the gross amounts in columasdTV to find discrepancies. You
can see the first row has a discrepancy. Shellyté8rhas a gross ytd of 9.50 which is
not on the Gatekeeper spreadsheet. This is beshags a student worker so no
retirement is deducted for her. She should noepented to Gatekeeper. Select her name
and amount and delete them, select to shift tHe apl

T L | N |
Gross Salary FULL MAME GROSS YTD
56624 94[WINTERS . SHELLY W 52l
23676.67 COMO . PERRY N EEE24 .04
2544511 - 2387667
5376767 ke 3 2544611
3435115 M Dojete 53767 67
993.01 9~ chit calls ft 34351 .15
3179481 & erre 9936.01
51558.99 F . T ITH 31?94.81
3537.50 0] Entire row £1558.99
220509 © Entire column 3937 5
1050.00 1 2905
49450.40 ok | cancel 1050

Now the amounts match on the rows in this sectiontinue to compare the amounts to
find the discrepancies.

B
Last Mame
COrO
LARNGE
MIWER
ANDERSON
SPRINGER

C T u |
First Name Gross malary FULL NAME
FERRY 5B6624.94{COMOD | PERRY 1 |
JESSICA, 23878.67 LANGE | JESEICA
DAYVID 2644611 NIWEN |, DAVID B
JIrd A37E7 67 ANDERSON | i T
JERRY 34351.15 SPRINGER , JERRY D

Here are the results of the discrepancy for thes fi

Shelly Winters

9.50 Student Worker

Penelope Cruise 15.00 Student Worker

Brooke Shields
Lynn Tanner
Jimmy Stewart

18.00 Student Worker
52.00 Student Worker
10.00 Student Worker

December 5, 2008 Gatekeeper Reporting
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Mabel Abel 90.50 Student Worker

David Bowie 76.00 Student Worker
Michelle Pfieffer 134.00 Student Worker
Bo Derek 15.00 Student Worker
Lisa Simpson 144.00 Student Worker
Dick Clark 127.00 Student Worker
Whitney Houston 70.00 Student Worker
Kathy Bates 73.00 Student Worker
Lilith Crane 45.00 Student Worker
Steve Martin 33.00 Student Worker
Christopher Robin  138.00 Student Worker
William Hurt 38.50 Student Worker
Robin Williams 79.00 Student Worker
Margaret Hoolihan 20,000.00 Retirement incentivéanuary
Lawrence Welk 22.00 Student Worker)

These discrepancies total the difference of 213(89.

Delete the columns you added from the other spheseds

B C T u | Y
Last Mame First Name Gross malary™\EULL NAME GROSS YT
COMO FERRY 5E624.94|C0 ) 24.94

LANGE JESSICA, 23878.67 LANGE | JESSICA 2387867
MNIVEM DAYID 2544611 MWEN |, DAVID B 2044511
ANDERSON Jitt 53767 .67 ANDERSON |, JiM T 53767 .67
SPRINGER JERRY 34351.15 SPRINGER , JERRY D 34351.15

You can balance the retirement contributions bygighe amounts from ERNREG. Only
590 and 591 deduction amounts are included on #iek8eper files. Board paid amounts
are not included.

DATE 11/18/08 QUARTER, YERR AND FISCAL TO OATE REPORT
TIME 14:04:25
PRBE 3 (GRTRPT)

DEDUCTION HAME IEL aT0 TOTAL Y70 TOTAL
BB3TRS Gl 361,05 g, 782,17
FLEX 125 Glill 330.76 44
JERSAHPK 530 13,284.08 343,224.93
STRIANPK 531 43, 406,06 1,140, 49,82
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If there is a discrepancy for retirement you cag 8afari by using the following query.

Query Wizard - Choose Columns

ihat columnz of data do you want o inchude in pour query?

HAevaila LIMTIFE:

DEDUCTION_HIST
o

DEDUCTION, TYPE
DEDUCTION NAME

COUMTER
=N
< |

L)

Preview of data in zelected column:

)

|1

Columnz in your querny:

x]

DEDUCTION_CODE

FERIOD_EMDING_DATE

TRUE_S5M

m FULL_Ma&ME
CEDUCTIOMN_AMOUMNT

ADWVAMCE_AMOUMNT

L

=
[

@ Freview MNaow Optionz... | Mest > | Cancel
Query Wizard - Filter Data E'
Filter the data to specify which rows to include in pour querny.
[F pou don't weant to filker the data, click Hext.
LColurnn ta filker: Only include rows where:
DECUCTION CODE DEDUCTION_CODE
FPERIOD_EMNDIMNG_DATE aquals | |590 -
TRUE_S5M | . J | J
FULL_MAME " And & Or
DECUCTION_AMOUMNT
ADVANCE_AMOUNT |equals RMRET |
o And O On
i i
@ < Back | Mest » | Cancel |

December 5, 2008
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Query Wizard - Filter Data

Filter the data to specify which rows to include in your quer.
If your don't want ta filker the data, click Mest.

LColurnn to filter: Only include rows where:
FERIOD_EMDIMG_DATE

DEDUCTION_CODE

PERIOD EMDING DATE iz greater than or equal to « | |[01/04,/2007 -

TRUE_S5M LE qualto x| | El

FULL_MAME f« And 0 Or

DEDUCTION_AMOUMNT

BOARD AMOUNT |is lezz than or equal to j |12.-"21.-"2|:||:|?| j
o And O Or

| [] | [

~

@ < Back | Hest » | Cancel |

Query Wizard - Sort Order [z

Specify how pou want pour data zorted.
[f you don't want to gort the data, click Mest,

* Ascending
" Descending

~
~

I I [
-

@ < Back | Mest » | Cancel |
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You have the option to save the query

Save As E| E|

Save in: | () Dueries - i gl EEE
acju_test_vendu:ur_ﬂ10142.|:||:|§.f ju:ul:usu:n.u:lq';.f tes
atdscn.dqy Ial:uels.dqy

I:uiu:u_dd_email.dqy testz_acjujrumptstatus.u:h:w
deductiu:un histary, doy tESt3_-E|EJ:IDJ:Ir‘DI'ﬂ|:ItStatLIS.dq‘;.-'
Feu:leral_gru:uss.dq';.-' test.dqw;.-'

gatekﬂeper_census.dq';.-' test_a-:_iu:ul:-su:n.dq';.f

£ >
File: narne: retirement deduction historny. dgy
Save as lype: |E!uer_l,l Files [* dqw) ﬂ Cancel

To balance the 403(b) contribution amounts, youeitrer total the amounts (if you
know your codes and there aren’t too many) fromBER&REG report or you can use
Safari instead.

Query Wizard - Choose Columns

wihat columnz of data da you want o include in paur quen?

.ﬁ.vaw_a&and columing: Columnhz in your quens:
L CC_GK_403BTEST ~ > | [TRUE_S5N -]
EMPLOTEE ID EMPLOYEE_MAME J
LAST NﬂME YTO_DEDUCTED:AMMUITY_DED_
= BDYTO_DEDUCTED:AMNMUITY_DE
FIRST_MAME ﬂ AMMUITIES_EXEMPT_FLAG_TYPE
MIDDLE_MNAME DECUCTION_CODE
I IMITIA] b’ DESIGHATED_ROTH
< pJ
Prewview of data in selected column:

@ Fresiew an| Optionz... | | Mest » | Cancel

This will select 403(b) annuities, you don’'t havestlect designated Roth if you don’t
that deduction type. If you have designated Rottudions contact the SEOVEC Fiscal
Department for the filter to select these records.
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Query Wizard - Filter Data &

Filter the data to specify which rows to include in your quen.
[f wou don't want ta filker the data, click Mest.

Calurnt ta filter: Only include raws where:
TRUE 55N AMNMUITIES_EXEMPT_FLAG_TYFE
EMPLOYEE_MARME equals - C -
WTO_DEDUCTED:AMMUI | 3 J | J
BOYTD _DEDUCTED:AN  And O Or
AMMUITIES EXERMPT F
DECUCTION_CODE | ﬂ | J
DESIGMATED_ROTH i i

i i

@ < Back | Mest > | Cancel |

This will select 403(b) annuity records

A discrepancy on the 403(b) amount may occur ifsfireadsheet amounts weren't
updated due to calculation errors in the GATEKEERIER If you are out of balance
check the report calculations again. You may aisout of balance if an employee was
paid severance only during the year and most ofrtbieey went to the 403(b) with no
Federal tax withheld.

Once the spreadsheet totals are balanced, writa tototals for the amount columns
on the spreadsheet and email them to Gatekeepey with the following employee
status codes.

1 = retirement

3 = employer initiated

5 = resigned-took another education job in Ohio

6 = resigned-took another education job out okstat

7 = resigned-other

8 = employee accepted new position in district (#tha't see this one)
9 = deceased

The separation date and reason from JOBSCN is Ipeithed for the employee status and
status date reported on the file. The * symboldetault value for this field but it was
removed because it was causing a problem on thek&gper system.

Remove the totals on the spreadsheet before uplp#udk file to Gatekeeper.

Save the spreadsheet file in csv format to uploate Gatekeeper website.

December 5, 2008 Gatekeeper Reporting Page 24 of 38



Upload File to Gatekeeper

ADMINISTRATION
ECOMNSULTING, LLC

Welcome:  Lisa McQuade
Athens City School Dist 403(b) Plan
Reports Upload File

s Show listing of uploaded files

Data Validation Center

Upload File _

Browse for your
file.

DER Layout F?Ie type:
File name: | |[Browss__|
Plan year end date: 12/31/2008

File description or special instructions

Choose file

Look in: I |3 Gatekeeper Files _:_j e |‘j€ v
B Census Files 11072008
\_\3 BiL) Census Files 11072008 CSV
My Recent @Copy of GK_census_ytd_template
Documents @Cnpy of GK_payroll_template
T Bk Pay 110708
- Bh)Gk Pay 110708 C5V
Desidop ) GKINVESTFILE
] [E] crpay
‘—-—j B Investment Election 110708
I?_[a]In*-.-'Esh'ruant Election 110708 CSY
My Documents
Tohy C_nr)n.?uter
Wﬁnﬂi File name: | _f_j Cpen
Flaces
Flesof type:  |All Files (") =] Cancel
i |
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A [Upload File] - Microsoft Internet Explorer

Choose file

Look in: I@'Gatdceeper Files j - Bk E- j &SI ﬂ 4’3
5 Census Files 11072008 fie=12
J Census Files 11072 v Idz = ’ -
: ~ oy autolink ~ g At
My Recent B copy of GK_census_ytd_template S AUtoLin E .L”
Documents B copy of Gk_payroll_template per- [ Mail ~ & MySpace [
@ Bk Pay 110708
— Hl Gk pay 110708 CSV
Desldop GKINVESTFILE
: GKPAY
G B investment Election 110708
== Einvestment Election 110708 C5V ~
a T Select your file you
want to upload-CSY
Files only:
My Computer
Mrﬁﬂ_e@ymdc. File name: {Census Files 11072008 C5V |

Files of type: IM Files {77 ;I Cariesd al

Upload File

Show listing of uploaded files

Data file [+
C:\Gatekeeper Files

Censu=s Files 11/07/2008

Add description of
file. Click an Upload.
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Microsoft Internet Explorer

This form will activate a new window. Please wait until the upload is complete before dosing this window. Your file is
MOT uploaded to the server until this new window gives a confirmation.

il

DER File Upload

Click here to send upload notification

File name: Census Files 11072008 C3V .csv

File uploaded to server.

T

Click here and send
Motification to

Gatekeeper that you
have uploaded file.

Thiz will lef wou
ke if your file
has been
uploaded.

Reportz

Forms
Data Valid:
Upload File

DER Layou

| (Eouse.. |

@hl Done é ﬂ Internet

YTD — Current Year Totals from 1/1/2008

The YTD file covers the current year totals staytirom 1/1/2008 through the most
recent payroll completed.

Follow the same steps as shown in the Censusefigos of this document with the
exception of selecting the CYUSPS files.
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Investment Election

The investment election file breaks down the cbotron amounts for each employee to
specific vendors. This is the only file that lists employee more than one time.

From the USPS_LCL menu, select the GK_INV_RPT aptio

USP5_LCL Locally Defined Programs and Utilities
Nov 17 08 Local Menu

16. GATEKEEPER Gatekeeper Census/YTD File for Upload to Secure Hebsite

17. GK_INVEST Gatekeeper Investment Export File for Hebsite Upload
18. Report for Gatekeeper Investment (Corresponds to BK_INVEST)
19,/ BK_PAY Payroll File for Gatekeeper website upload (UDMS)
20. GK_PAY_RPT Report for Batekeeper Payroll Files (corresponds to GK_PAY)
21. GK_REPORT Gatekeeper Census/YTD Report{matches GATEKEEPER file output)

Execute the program

Gatekeeper Investment Election Report

This program creates a report that lists employee’'s investment data
for Gatekeeper. The file contains employees that have a 4083(b) ar
designated roth deduction code with employee or board YTD
cantributions greater than zera.

This report displays the current employee and board rate in DEDSCH
and calculates the reported rates to GateKeeper based on pay cucle.
If the cycle is 3 or 5, the rates will be divided by two. This report
corresponds ta the file created by the GK_INVEST program.

Output file: [BK_INVEST. TXT
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View the report on your screen

{8-HOU-08 6914 PH

CC-GK_THUEST

Gatekesper Investment Elgction Data

lata definition (CC_BIODEL)

PRGE  f

EMPLOYEE  Employes Jed
3N Hane Code

009443475 COMD , PERRY H 502
009443475 COMD , PERRY N 527
024428248 LANGE , JESSICA B70
044442813 HIVEN , DAVID B 527

Enplayee
Rate

100, 6a00
500, 600¢
50. 0000
208, ooec

Reported BOARD  Reported
Enp Rate RATE Bd Rate

50, de00 30,0000 15,6600
2hf, 0069 100, 6000 50, 9600
25. 0000 20,0000 19, baog
100,600 0.0000 0,600

F

P Cycle
Fooo3
Fool
Food
Foo3

Pay
To

THE UARIABLE AHMUITY LIFE IMS
AMERIPRISE FINAMCIAL SERVICES
Roth 4838 Account

RMERTPRISE FINAMCIAL SERVICES

The report details the employee rate from DEDSC#lsdrows the rate that will be
reported to Gatekeeper. The rate needs to repriseper pay rate that will be submitted
on the payroll file. If the pay cycle is 3 or 5ethates will be divided by two for

reporting.

Review the reported rates on this report to make ey are being reported correctly.
Also, make sure only employees that are activehtrdauting to the deductions are
listed. This report selects records that are ca@ded03(b) annuities or designated Roth
for 403(b) with Employee or Board YTD deducted amsigreater than zero.

December 5, 2008
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Investment Election Submission File

From the USPS_LCL menu, select the GK_INVEST option

USP5_LCL Locally Defined Programs and Utilities

Nov 17 08 Local Menu

16. GATEKEEPER Gatekeeper Census/YTD File for Upload to Secure Hebsite
1?. Gatekeeper Investment Export File for Hebsite Upload

18. GK_TIAV_RPT Report for Gatekeeper Investment (Corresponds to GK_INVEST)
19,/ BK_PAY Payroll File for Gatekeeper website upload (UDMS)

20. GK_PAY_RPT Report for Batekeeper Payroll Files (corresponds to GK_PAY)
21. GK_REPORT Gatekeeper Census/YTD Report{matches GATEKEEPER file output)

Execute the program

This program creates a file that lists employee data for upload
to the Gatekeeper secure website. The file contains employees that
have a 403(b) or designated roth deduction code{s) with employee
or board contributions greater than zero. The rates will be
reported on a pay per period basis.

The file must be FTP'd to a PC and should be opened in Microsoft Excel
as a tab-delimited file. The 55N field should be changed to text
format as well as all of the amount fields in order to retain the
formatting. The file should then be saved in csv or Excel format and
uploaded to the Gatekeeper website.

Output file: BKINVESTFILE. TXT

Transfer the output file, GKINVESTFILE.TXT, to yo®C using the WS-FTP transfer
program. Don't forget to select the ASCII trangfgye. This file is in tab-delimited
format.

Open Excel and then open the file, selecting tigxtypes.

Using the text import wizard:

Select delimited, click next

Select the delimiter ‘tab’, click next

Format the SSN column as text, click finish

Format the rate columns as numbers.

Make any necessary modifications to the file.

Save the file in Excel format if you want to keepapy.

Save the file in CSV (comma-delimited) format tdagul to Gatekeeper’'s website.

NOTE: Any future changes in employee election an®should be forwarded via fax
directly to Gatekeeper.
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Payroll Files

This file should be generated with each payroll gomplete after your YTD file has
been submitted.

There are 2 different payroll reports and corresipogn submission files.

GK_PAY_RPT and GK_PAY create the report and subionskle for the payroll date
selected and will include employees who have a faéde 403b withholding amount
AND 590, 591, 690, or 691 withholdintj.an employee is paid on more than one job
on the payroll and contributes to a 403b, their 408 contribution amount will be
listed for each job, causing the total to be incoect. You will need to manually
correct the amount on the submission file.

GK_PAYJOBR and GK_PAYJOBreate the report and submission file for the playro
date selected and will also include employees wawe fa Federal or 403b withholding
amount AND 590, 591, 690, or 691 withholdif@nly employees paid on job 01 will be
selected. This corrects the 403b contribution amourproblem described in the
previous paragraph but if an employee is not paidmjob 01, their record will not be
included in the files and you will need to manuallyadd them to the submission file.
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Payroll Report

Go to the USPS_LCL menu and select the GK_PAY_RFGK PAYJOBR program.

USPS_LCL Locally Defined Programs and Utilities

Dec 95 @8 Local Henu

16. ELIRET Emplaoyee Retirement Eligibility

17. GATEKEEPER Gatekeeper Census/YTD File for Upload to Secure Hebsite

18. GK_INVEST Gatekeeper Investment Export File for Website Upload

19. GK_INV_RPT Report for Gatekeeper Investment (Correspands to GK_INVEST)
20. GK_PAY Payrall File for Gatekeeper website upload (UDMS)
2l. GK PAYJOR JOB ©1 Payroll File for Gatekeeper website upload

J0B 01 Gatekeeper Payroll Report (corresponds to GK_PAYJOB)
. Report for Gatekeeper Payroll Files (corresponds to GK_PAY)
24. G _REF Gatekeeper Eeneue/YTD Repart(matches GATEKEEPER file autput)

Enter the pay date and execute the program

batekeeper Payroll Report

This program creates a report that lists some of the fields that will be
included in the submission file created by the GK_PAY program located in
the USPS_LCL menu. This report contains all employees that were paid on
the pay date specified whose check has NOT been voided.

This report should be created first to check for accuracy of the employees
and amounts being reported to help you determine if you need to make any
updates to the GK_PAY export file before submission. Please keep in mind th
the report will be very long as there will be multiple lines displayed for
an employee if they have a 403(b) deduction code with a YTD deducted amount
greater than zero, or if they have multiple retirement records (590/591,
590/6960,591/691). There will also be a total line for or each employee on
this report.

Output file: GKPAYRPT. TXT

Enter pay date (MMDDYYYY): /_/
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View the output file, GKPAYRPT.TXT or GKPAYRPT_2.TXon your screen.
]

| |
{8-H0v-03 16:12 PH CC_BXPAYRPT PARE 1
batekesper payroll report
lata definition (CC_GK_PRYROLL)

EMPLOYEE Mid 4038 Pre-tax 4038 Roth BD Paid Ret  State Plan Bross
o Last Hame  First Name Hame Code 4030 Roth 4030 4030 Code Contrib Pay
009443475 COMO PERRY i 000 0.00 b 0.00 0.00 3TR3 243,02 2,430,22

502 50,80 000 0.00 {5,060 3TRS 243,02 2,430.22
57 256,00 000 0.00 50,00  3TR3 243,02 2,430.22

finounts Reported on Export File: 300,06 0,00 B5.00 243,02 g, 430,22

Press ‘B’ on the keyboard to go to the bottom efrgport. Press the page up key to see
the page number. This report may be very larggpsowill need to determine whether or
not you want to print the report. Records are setebased on the following criteria:

- Employee included in the selected payroll date

- Check has NOT been voided

- Federal deduction amount greater than zero OR

- 403(b) annuity deduction amount greater than zé®o O

- Designated Roth 403(b) deduction amount greater zbeo

- Employee or Board Retirement (590, 591, 690, 6@tludtion amount greater

than zero

If an employee has a 403(b) or Roth deduction armgreater than zero, they will have
an additional line on the report for each deduction

As you can see in the example above, Perry Comonwwm403(b) deduction amounts
greater than zero, from the 502 and 527 deductidex He has 3 lines total on the
report.

Check the totals for each employee on the repartake sure the calculations are
correct. The total line contains the amounts thltb& reported on the submission file.
Here is what to check:

- Employees with both a 590 and 591 retirement reaacta 403(b) deduction will
result in the retirement contribution amount beilogible what it should be.
230504332 CA3H JOHHHY J 000 0.00 000 0.00 0,00 3ER3 {6.80 35.00
STRS 3.50 35.00
SER3 {6,830 158,00
| 5115 3,50 168, 69

Amounts Reported on Export File: 0,00 0,00 0,00 40,60 203,00
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- Totals on the report are calculated on unique anspso when an employee has
two 403(b) deductions for the same amount the withhot be correct as it will
only count that amount one time.

276067474 MUFFETT MARY ] g.00 000 0.00 0.60 590 [,640.13 15,401.80
276067474 MUFFETT MARY il 25.00 600 8.00 f.66 530 1,640.18 8,00
276067474 MUFFETT MARY 502 25.00 000 0.00 0.60 530 1,640.18 0.00
finounts Reported on Export File: |:> 25.00 0.0 0,00 {,640.18 16,401.80

- Onthe GK_PAY_RPT file, the 403(b) amount doesaadtulate correctly when
an employee is paid on more than one job.

276067474 MUFFETT HARY 069 0.06 060 0,00 0.00  SERS Bl.47 468.79
FF =t
{3-H0v-08 10:12 PH CC_BKPRYRPT PAE
Gatekesper payroll report
Data definition (CC_GK_PAYROLL)
EMPLOYEE Mid 4038 Pre-tay 4038 Roth B0 Paid Ret  State Plan Bross
33H Last Hame  First Hane Hame Code 4038 Roth 4038 4038 Code Contrib Pay
276067474 MUFFETT MARY 501 25.00 000 0,00 0.00  SERS Bl.47 468.79
069 0.06 060 0,00 0.00  SERS Bl.47 145,04
561 25.00 000 0,00 0.00  SERS Bl.47 145,94
Anounts Reported on Export File: I::> 50,06 0,00 0,08 Bl.47 B14.73

- Onthe GK_PAYJOBR file, the 403b amount will bereat, but only employees
paid on job 01 will be included in the file. Empé®s not paid on job 01 will not

be included in the file.

276867474 MIFFETT MARY 000 0.00 000 0.00 0.00  SERS Bl.47 B14.73
501 25.00 000 0.00 0.00  SERS Bl.47 B14.73
Rnounts Reported on Export File: £5.00 0,00 0,09 Bl.47 Bi4.73

You will need to manually adjust the amounts onghiemission file if any of these

situations occurs.
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Payroll Submission File

Go to the USPS_LCL menu and select the GK_PAY or BKYJOB program. This file
needs to be submitted after processing each payrod the YTD file is submitted. This
will keep the data up to date on Gatekeeper’s sysifeyou process a payroll where no
403(b) contributions are being deducted, you will seed to submit the file to update
the gross pay and retirement contribution amountSatekeeper’s system.

USPS_LCL Locally Defined Programs and Utilities

Dec 95 @8 Local Henu

16. ELIRET Emplaoyee Retirement Eligibility

17. GATEKEEPER Gatekeeper Census/YTD File for Upload to Secure Hebsite

18. GK_INVEST Gatekeeper Investment Export File for Website Upload

19.| GK RPT Report for Gatekeeper Investment (Corresponds to GK_INVEST)
20/ GK_PAY Payrall File for Gatekeeper website upload (UDMS)
2l GK PAYJOB /JOB €1 Payrall File for Gatekeeper website upload

22. PAYIOBR JOB 01 Gatekeeper Payroll Report (corresponds to GK_PAYJOB)
23. GK PAY_RPT Repart for Gatekeeper Payroll Files (corresponds ta GK_PAY)
24 GK REPURT Gatekeeper Eeneue/YTD Repart(matches GATEKEEPER file autput)

Execute the program.

GK_PRY

This program creates a file that lists employee data for upload to the
Gatekeeper secure website. The file contains all employees paid in the
pay date specified if the check has not been voided. They must also
have a retirement deduction record with an employee or board amount
withholding amount.

The file must be FTP'd to a PC and should be opened in Microsoft Excel
as a pipe-delimited file. The SSN field should be changed to text
format, as well as all of the amount fields, in order to retain the
formatting.

Output file: GKPAY.TXT

- Selection Options -
Enter pay date: b/ /_

Transfer the output file, GKPAY.TXT or GKPAY2.TXDtyour PC using the WS-FTP
transfer program. Don’t forget to select the ASidhsfer type.

Open Excel and then open the file, selecting tigxtypes.

Using the text import wizard:
- Select delimited, click next
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- Enter the delimiter of the pipe symbol | in then@t box, click next

- Format the SSN column as text, click finish
Expand all of the columns by clicking on the corteehighlight the spreadsheet and then
double-click the line between column A and B.

Delete the first column so that the employee SStbvimes the first column.

Go to the SEOVEC Website to Fiscal Services, Us@p8rt, USPS Information, 403(b)
Reporting and open the Gatekeeper Payroll File Tatep

403(b) Reporting

GATEKEEPER

Gatekeeper Payroll File Template [Excel}<:|
Gatekeeper Census/YTD File Template (Excel)

Expand the columns and copy the first row.

Insert this copied row into the GKPAY.TXT or GKPAYIXT spreadsheet

Expand the columns again, now each column haspiv®pariate headings.

Select the total columns and format the cells tminers.

Make any needed corrections to the amounts perrgmew of the report.

Save the spreadsheet in Excel format so you sagteing you have done before and
you can easily refer back to it if necessary.

Now total the amount columns on the spreadsheeparidrm balance checking.

Once the spreadsheet totals are balanced, writa tdototals for the amount columns
on the spreadsheet and email them to Gatekeeper.

Save the file in CSV (comma-delimited) format tdagul to Gatekeeper’'s website.

NOTE: Future submissions of the payroll file shoNI@T include the headings unless
there is a change in the submission file structure.

The payroll file should be created and submittédrahe completion of every payroll

run. It is recommended to run this program aftengleting the PAYDED program after
verifying the contribution amounts.
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Payment Remittance

Once Gatekeeper begins remitting on behalf of ystrict, you will need to start
submitting the individual payments through EFT tat€keeper. In the DEDNAM
program, change the ‘Electronic Pmt’ field to “Yhis will prevent a check from being
created and will keep the payment amounts sephyatelividual company.

Code: 501 Type: ANN Name: ING VARIABLE ANNUNITY LIFE
Required: _ Abbrev: ING W2 Abbrev:

PAY T0 INFORMATION
Vendor: Name: ING LIFE INS & ANNUITY CO.

Address: P.0. BOX 30856

HARTFORD , LT 06150-0856

Print Board Amts: _  Annuity type: C ACH Transfer Type/Id:
Certified Obj : __

Classified Obj: __

Other Object

After a few months, the deduction codes for thenpayts can be combined into one code
under Gatekeeper if you would like, however, teisdt a necessary step. If you want to
combine the payments, enter a vendor number fogkéaper on each of these codes, this
must be a valid vendor number established in tha®JS§ystem.

When you run PAYDED select the option on the semrden to ‘combine deductions
by vendor number' (set to 'Y").

PAYDED - Deduction Reports/Pay Deductions

- Pay Deductions Form information -

Check form file: PAYFORM. TXT

Paid deductions report: PAYDED. TXT

Pay date: 10/16/2008

Starting Check number: 142967

Electronic Transfer number: 588137

Omit SSN’s from ACH tape file? (Y/N/R): N

Combine deductions by vendor number? (Y,N): i<::|
Include dumm

Aidd VOID mes|Y - Deductions with the same vendor number will be combined and
paid on a single check.
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If you have never used this option before, pleasgact the SEOVEC Fiscal department
so we can check your files to make sure this waase a problem with your other
deductions. Choosing this option will cause althef 403b deductions to be combined on

one electronic check number.

Code: 501 Type: ANH Name: ING VARIABLE ANNUNITY LIFE
Required: _ Abbrey: ING H2 Abbrev:
PAY T0 INFORMATION
Name: ING LIFE INS & ANNUITY CO. Phone: {800)525-4225
FAX = (__)__ -
Address: P.0. BOX 30856 Payment cycle : M

HARTFORD , LT 96150-0856

Print Board Amts: _  Annuity type: C

Code: 502 Type: ANN Name: VALIC

lectronic Pmt: Y
Suppress SSN/ID: _

ACH Transfer Type/Id:

Required: _ Abbrey: VALIC H2 Abbrev:

PAY T0 INFORMATION
Uendor: ©80835 ) Name: THE YARIABLE ANNUITY LIFE INS

Address: C/0 CHASE BANK OF TEXAS
PO BOX #200018
HOUSTON )

X 77216-0018

Print Board Amts: _  Annuity type: C
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Phone: (800)448-2542
FAX :(__)_
Payment cycle : P
Electronic Pmt: Y

Suppress S5SH/ID: _

ACH Transfer Type/Id:
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