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FILE IMPORT TUTORIAL

The following tutorial is designed to demonstrate the File import functionality of U.S. OMNI &
TSACG Compliance Services (OMNI/TSACG) Electronic Process for Automated Remittance Services
(EPARS) system which gives employers access to upload remittance information. The process steps
covered in this tutorial include the following:

Logging into EPARS

Uploading the current remittance file
Making modifications to the current file
Reviewing remittance reports
Submitting the current file

Funding the remittance
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The funding process described in the tutorial is the use of OMNI/TSACG ACH debit functionality, an
OMNI/TSACG best practice. Should you choose to utilize an alternative funding method those
instructions will be provided to you via a different media.

Let's Get Started!

1. Openyour browser and enter www.eparssystem.com into the URL field. Click on the green Launch
EPARS Box to the right.

Launch EPARS

2. Login by entering your username and password. Login information should be provided by an
EPARS representative. If it is the first time logging in, the password is the same as your username.

EPARS“*

LOGIN

USERNAME

3. Click on Payroll Run Management under the Employer’s menu:

Fayroll Fun Management
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4. Click on the green IMPORT button:
IMPORT

5. Click on the red Upload button, and find your remittance file in your folders:

6. Then click on the red Process button™:

*If your file fails to upload then copy and paste the error message, and email it to
epars@tsacg.com for further troubleshooting

Review Payroll Date and Remittance Total. If date or file is incorrect, press the red Reset button to

Clear file and import a new file.
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You are now ready to review your reports and make modifications if needed. You can print or save
these reports for your records.

1. Click on the red REPORTS button

2. You can click on the view icon or the green arrow to download specified reports.

3. Payroll Run Summary Report - Gives you a vendor breakdown with the totals you are sending to
each vendor. This also displays a grand total at the bottom, participant count and the payroll date

on the top right.
Negative / Positive Report - This is an internal report we use if we need to refund money. You can

disregard.

Differences Report - This report will compare the last report submitted with the current file, and
it will list the differences.

Modifications Report -Serves as an audit log to show what user made changes to the roster.
Displays a date/time stamp on all changes.

Contributions by Plan Time Report - Displays the employees in alphabetical order by the first
letter of their last name and by plan type.

Vendor Reports Blue Tab - Detailed reports broken down by vendors. Will list all employees sent
to that particular vendor.

Employee Reports Blue Tab- Displays all employees in alphabetical order or by the first letter of
their last name

Once data has been reviewed, you will then click on the blue X to exit the reports module.

T
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Editing Existing Deductions in the Roster

1. If you need to edit a participant deduction, click on the first letter of the participant’s last name or
click on the red ALL button to locate participant.

ALL (A /C D|IF |G| J K M NP RIS [T W

2. Click on the edit pencil to the left of the contribution amount.

- File Total

7 $250.00

3. Click on the pencil to the left of the investment provider name to edit deduction.

Yendor Name

F4 Coreghridoe 403k EE

4. You can change the vendor from the drop down menu or enter a new amount in the deduction
amount field. Click OK then green checkmark to save changes.

Edit employee deductions
Deduction Information

Vendor

Corebridge 403(0) EE v
Deduction Amount

25000
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Adding New Participants

1. Ifyou need to add a participant, you will click on the green ADD button to the left of the SUBMIT
button on the top left of the screen.

ADD § SUBMIT | Reset

2. Therequired data is dictated by an asterisk. The minimum required fields are SSN, Last Name, and
First Name. We encourage you to enter date of births for our system to recognize employees who
are 50 and older who can contribute more during the year. Click on green checkmark to save.

* 55N .
* Last Name

*First Name

Removing Participants

1. If you need to remove a participant who should not be included in the current file, click on the
first letter of the participant’s last name or click on the red ALL button to locate participant.

ALL (A |/C DI/F G |J /K M NP RIS T W

2. Click on the X button to the right to remove employee.

|

X

Once changes have been entered and report totals are confirmed, you will click on the green SUBMIT
button to submit the file to OMNI/TSACG.

SUBMIT
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Funding Contribution Files by ACH Debit

Select ACH Debit Management below Banks on the Task Bar.

Banks

Bank Management

ACH Debit Management

Click the sign to add account information.

reouesTs + gl o

Account Management

Add the bank account name, ABA routing number, account number and account type. Check the
Default Account check box if this account is the only account you will use to fund contribution files.

Account Management

Add/Edit Account
Account Information
* Account Name
* ABA Routing Number
* Account Number

“Account Type  Checking

Default Account [

Once account information has been entered, there are two ways to request funding for a payroll file:

1. Requests may be made in ACH Debit Management by selecting the payroll and transaction date
and clicking the green check box to save the request.

Debit Request Management

Submit Debit Funding Request
Request Information
*Acgount Name  |mperial Empire Credit Union
* Debit Amount  KH PUBLIC MO PAYROLL - 3/13 (§76,446.21)
* Transaction Date /72020

The ACH debit request must ior to the date the payroll file is processed to ensure funding is available and coniributions are

transmitted to your investment pi
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2. In Payroll Run Management after submitting your file, click the green FUNDING button.

IMPORT ~

Payroll

KH PUBLIC MO PAYROLL - Previous

Last Name SSN ! ! !

REPORTS FUNDING

ALL |[B '€ (F G H |J K M N |P R S |T W

All Funding Receipts and a printable confirmation page are available under Banks - ACH Debit
Request Management.

When the SUBMIT and FUNDING buttons disappear from the screen, both actions are complete. If
either button remains visible, that action is not complete.
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