
Checklist - Formatting Your Payroll .csv File 
You can report 401(k) contributions with ease using our .csv file upload feature right from your Ubiquity Dashboard. 
Check out our how-to video: Format a Batch File

Before we get started, please be sure to have the Ubiquity Template open and populated with all your employee data. You may find a payroll file template on your 
Ubiquity Dashboard or by clicking here: CSV File Template to upload on the webform. This template may not be used to upload via SFTP.

1. Headers should start on row 1, column A.

2. Please do not delete any headers. It’s okay to leave optional columns 
blank.

3. Do not hide columns or rows.

4. Please enter the company EIN.

5. All active employees require compensation and hours. Employees are 
defined in your plan documents.

6. Compensation cannot be less than the employees’ deferral.

7. Loan repayments should match the employees’ amortization schedule. 
You may reference the Active Loans report on your Ubiquity Dashboard 
to assist you with this process.

  Note: The last payment might be less than the normal payment amount.

8. Enter Full SSN.
  Excel Tip: You may want to highlight the column, right-click your mouse and 

select Format Cells. Select Special and then select Social Security Number.

9. Please enter all dates as YYYYMMDD
   Excel Tip: highlight the column, right-click and select Format Cells. Select 

Custom and type YYYYMMDD.

10. Please do not enter negative numbers.

11. Remove all commas.
  Excel Tip: Highlight the columns, right-click and select Format cells. Select 

Number and uncheck the box titled “Use 1000 Separator (,)”

12. Delete all column totals and excess data on the bottom of the 
spreadsheet.

13. Save your file as a .csv(comma delimited).

You are now ready to upload your csv file. Watch our how-to videos for step by step instructions: Upload a Payroll Batch File

Contact us by email at support@myubiquity.com with any questions.
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