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Safe and Reliable Ways to Upload, Share, and Manage Files

[ Data Files Management

Send files directly through your site:

e Sign in to your site

e Go to Administration -> Data Files Management
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Did You Know...
Welcome to the TotalRewards Builder, the first cloud-based, total rewards marketing platform i users This side bar an the following pages will
any size employer. With the cost of benefits averaging 30% of total compensation according te et Admi contain useful tips, links and helpful
of Labor Statistics, your decision to communicate the true value of your employees' total comy D€2ultAdmIn instructions that will make your total
sound business decision - one that can translate into improved morale, increased productivity content Sections compensation statement building experience

employee awareness as to the value of your company's benefits program. productive and efficient.
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Everything you need to produce professional, high-impact, total rewards statements for your e
can be found on these pages. You can plan, setup, brand, add content, upload employee data
review and print and/or go live with your online statements. Use the Feedback button on the ri  Data Files Management

your screen should you need anything.
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e Click Upload Data File

TOTALREWARDS Company Programs Content Design Promotions Administration Dashboard

Search all data files n Upload Data file

0 total data files

e Click Select Data File

TOTALREWARDS EUILDER Sainistration Dashboard

« Valid files are CSV and XLSX
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e Choose the file from your computer to upload

[ Quick Steps: Sign in - Administration - Data Files Management —» Upload - Select File —»
Upload

0 Your secure data portal

Send files through your dedicated data portal, if available.

[0 Note: Do not include Social Security Numbers (SSNs) in any uploaded files.
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