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Online Group Investments website

Uploading a roster

Q: �I receive an error message when attempting to upload my 
roster using the default roster template. What should I do? 

A: �Verify the following: 

	 •	� The name, SSN and contribution amounts are entered 
for each participant on the default roster template. 

	 •	� The contribution type(s) on your spreadsheet correspond 
with the contribution type(s) associated with the plan ID.

	 •	� “0”s are entered for each contribution type that does  
not apply.

	 •	� The file is closed prior to uploading.

	 •	� The file is saved as a comma delimited (.csv) file. To save your 
file as a comma delimited (.csv) file, choose “Save As” and 
select “CSV (comma delimited) (*.csv)” as the file type.

	� If you are still unable to complete the upload, please call 
us for assistance.

Q: �I receive an error message when attempting to upload my 
custom roster. What should I do? 

�A: �Verify the following: 

	 •	� The spreadsheet only contains information for participants 
who have a Capital Group account (see Section 7 for more 
information on adding a new participant to the plan).

	 •	� Plan totals are not included on the spreadsheet.

	 •	� Import columns are mapped correctly.

	 •	� Contribution amounts are entered for each contribution 
type/participant. 

		  Note: If no contribution should be made, enter “0”.

	� If you are still unable to complete the upload, please call us 
for assistance.

Participant information

Q: �I am trying to update a participant’s allocations but do not 
see the fund that I need. Why is it not available? 

A: �The fund may already exist within the participant’s account 
but may not be linked to all contribution types. Please call us 
for assistance.

Q: �If I update a participant’s investment allocations, will those 
changes apply to previously submitted rosters (including 
future-dated rosters)? 

A: �No. Changes cannot be made online to rosters that have 
already been submitted. If the updates should apply to 
a future-dated roster, please call us for assistance.

 Q: �If I remove a participant from the plan, will their account  
be closed?

A: �No. Once a participant is removed, the participant’s name, 
investment amounts and fund allocations will no longer display 
when you create a new roster. Removing a participant in this 
manner will have no effect on the participant’s actual account. 

	� Note for 403(b) plans: Do not remove participants from 
a 403(b) plan. Please call us for assistance.

Q: �I have a participant with multiple 529 accounts for their 
children, but I’m unable to determine which account number 
corresponds to the beneficiary. How am I able to tell who the 
beneficiary is? 

A: �Please call us for assistance.

Email notifications

Q: �Can I have more than one email address listed for roster 
submission notifications? 

�A: �Yes, please call us for assistance.

Bank account information

Q: �Can I set up more than one bank account for my plan?

A: �At this time our system can only support one bank account 
per plan ID. If multiple bank accounts are being used, please 
call us for assistance.

Still need assistance? Contact us at  
(800) 421-4225, ext. 39.
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