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PAYROLL REPORT 
HOW TO READ THE AUTOMATIC ENROLLMENT SECTION  

 
Within the weekly Payroll Report, the Automatic Enrollment section shows employees who need action. Review this 
section to confirm who should be set up for automatic enrollment, apply the correct rate in payroll, and make sure 
deductions begin on time. 
 

Step 1: Determine Eligibility and Automatic Enrollment Timing 
Employees may appear in the Automatic Enrollment section before they satisfy eligibility requirements. 
 Determine when each employee is eligible and when automatic deferrals must start.  
 When an employee is eligible, ensure automatic deferrals will start on time. If not, this may require correction. Contact 

your Alerus account manager before taking action. Corrections and participant disclosures may be required within a 
specific time period 

 

What does “on time” mean? After required notices are provided, employees should have time to make a different election 
before automatic deferrals begin. Automatic deferrals should begin as soon as administratively feasible on or after the 
employee’s eligibility date, but no earlier than 30 days after the notice is provided. 
 

Step 2: Review the Automatic Deferral Rate 
 Review the automatic deferral rate and apply this rate when setting up payroll deductions.  
 The Auto Enroll Status shows whether the employee is subject to automatic enrollment. “Opted In” means the 

employee should be automatically enrolled. “Opted Out” means the employee made their own deferral election and 
will no longer appear in this section after they initially appear on the report. 

 

Step 3: Confirm that Automatic Deferrals Started 
Once a contribution is processed and deposited, they will no longer appear in this section. This generally indicates that 
automatic deferrals have started. 
 

Items That May Need Additional Review 
The following items may need a closer look. If something doesn’t align or you’re unsure how to proceed, contact your 
Alerus account manager: 
 Eligibility dates are not provided – Depending on the services selected for the plan, the Eligibility Date column may 

appear on the report without a date. Use your employee records to confirm when each employee is eligible to 
participate and when automatic deferrals must start.  

 0% automatic deferral rate – May indicate a rehire or setup issue. 
 Rehired employees – Automatic deferral rate may need to be recalculated based on the employee’s rehire timing and 

prior enrollment history. 
 Long-term part-time employees – Some plans do not require LTPT employees to be included in automatic enrollment. 

Refer to your plan document for details. 
 

Quick Checklist 
☐ Determine eligibility and when automatic deferrals need to start. 
☐ Implement the correct automatic deferral rate in payroll for employees approaching their eligibility date. 
☐ Start automatic deferrals on time. 
☐ Address employees where automatic deferrals were not started on time. 
☐ Review missing eligibility dates or 0% automatic deferral rates. 
☐ Contact your Alerus account manager if there is a missed automatic deferral or information is missing. 
 
This material is provided for informational and discussion purposes only. Trust services are offered through Alerus Financial, N.A. (Alerus), which does not provide 
legal or tax advice. Nothing in this communication should be construed as legal or tax guidance, nor as the sole authority on any regulation, law, or ruling as it 
applies to a specific plan or situation. Plan sponsors should always consult the plan’s legal counsel or tax advisor for advice regarding plan-specific issues. 
Statements of fact are from sources considered reliable, but no representation or warranty is made as to their completeness or accuracy. Please see your 
Summary Plan Description or Plan Document for more complete information. If there is a conflict between a statement in this communication and the Plan 
Document, the terms of Plan Document shall govern. 
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