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When should you update employee data?

At Betterment, we use SSN, Date of Birth, Gender for verification purposes.

Please update employee data in the employer dashboard when there is an employment 
status change, including:

• New hire

• Employee terminates service 

• Employee is rehired 

• Employee joins or leaves Union 

• Changes in Non-Resident Alien status

• Name change 

• Changes in address and contact information 







Payroll file: step-by-step 
It’s important that contributions that 
employees make via payroll deduction are 
made as soon as possible on or following the 
pay date from which they were deducted. 

Step 1 
Access the Employer Portal. Click “Upload Payroll”.  
Ensure deferral changes and any participant data 
changes have been updated. Download the template 
for your payroll file.

Step 2
Add your payroll information to the template. Be sure 
to include gross compensation, hours, pre-tax and 
Roth deferral amounts for the pay period for all 
employees, whether contributing or not. 

Step 3
Upload your .csv file to the employer dashboard, and 
be sure the effective date is the date of the payroll. 
Verify your banking information, the pay date, and 
totals by source before submitting. 

Note that, the deposit to the trust via ACH will be 
immediately initiated once you submit your payroll 
file at Betterment on the plan sponsor site.  401(k) 
contributions may not be deposited before actually 
deferred from compensation.

Please note: the maximum employer contribution 
limit for 2016 is $18,000; you and your payroll 
provider will need to ensure that your participants do 
not defer above this amount.



This manual was created by Betterment For Business LLC

Unless otherwise specified, all portfolio information and return figures shown above are for illustrative 
purposes only, and are not actual customer or model returns. Actual returns will vary greatly and depend on 
personal and market circumstances.

401(k) plan administration services provided by Betterment for Business LLC. Investment advice to plans and 
plan participants provided by Betterment LLC, an SEC registered investment adviser. Brokerage services 
provided to clients of Betterment LLC by Betterment Securities, an SEC registered broker-dealer and 
member FINRA/SIPC. Betterment LLC and Betterment Securities are affiliates of Betterment for Business LLC.

Investments: Not FDIC Insured • No Bank Guarantee • May Lose Value. Investing in securities involves risks, 
and there is always the potential of losing money when you invest in securities. Before investing, consider 
your investment objectives and Betterment's charges and expenses. Past performance does not guarantee 
future results, and the likelihood of investment outcomes are hypothetical in nature. See full disclosures for 
more information. Not an offer, solicitation of an offer, or advice to buy or sell securities in jurisdictions 
where Betterment Securities is not registered

Betterment, the Betterment Speedometer, Betterment Institutional, Fred illustrations, TLH+, and Tax Loss 
Harvesting+ are trademarks of Betterment Holdings, Inc.


