
MSRS Contribution and Employee Maintenance Training



Agenda

• Introduction to Voya
• IDs / Password delivery and timeframe
• Logging in to Voya Sponsor Website
• Navigating to Voya PayCloud
• Voya PayCloud System walkthrough
• Payroll Feedback Reporting
• Catch-Up Roth provision (MRC 01/01/2026)
• Q&A



Welcome to Voya Financial



Sponsor Website Registration

• Registration e-mails will be sent on 06/30/2025
• The e-mail will come from SponsorWeb@Voya.com

mailto:SponsorWeb@Voya.com


Voya Sponsor Website



Navigating To Voya PayCloud



Selecting Your Plan

Select the plan you intend to submit 
contributions or make updates for.

Only the top 4 plans listed here are active.



Voya PayCloud

Each tile represents a different 
system function.



Add/Enroll (626662/626664 Only)



Add/Enroll (626662/626664 Only)

• You can enroll new hire employees directly on the Voya PayCloud 
system. 

• This only applies for plans 626662 and 626664.
• 626661 enrollments occur via the state payroll file or Pinless 

Enrollment method.



Participant Update



All information except for 
SSN can be updated



Batch Participant Update

Allows you to update information for multiple 
employees in a single transaction (address 
change, terminations, etc)



Manual option



Click on the address you intend to update, backspace out 
the old information, type in the new information, click 
Submit at the bottom once finished.

You can sort employees alphabetically by 
clicking on the “Name” column.



File upload option - Unmapped



File upload option - Mapped



Batch Participant Update

• You can create your own template/map within Voya PayCloud
• Ideally you would only need to do this once.
• Be sure to label your template something that identifies it as yours, 

we recommend using your 4 digit Division/Location ID.
• Headers/Trailers setting will ignore rows at the top/bottom of your 

file to box in the relevant information, ignoring what our system does 
not need.

• Use dropdown menus to tell the system which columns to read and 
which to ignore.



Contributions

Batch Name can be whatever you prefer, 
limited to 20 characters or less

Payroll Date can be either 
Pay Date or Check Date

Provide Voya’s Debit ID – 0231739115 – to your 
bank so they do not reject the transmission of 
contribution funds



 Plans for payroll processing:
• 626661 – MNDCP (457 plan)
• 626662 – Unclassified Plan
• 626663 – Hennepin County Plan
• 626664 – Health Care Savings Plan (HCSP)

 Contribution Sources by plan:
• 626661
• A - MNDCP PRE-TAX
• G - MNDCP ROTH AFTER-TAX
• 1 - EMPLOYER MATCH

 626662
• I - EMPLOYEE UNCLASSIFIED CONTRIB
• A - EMPLOYEE CONTRIB 7 YR ELECT
• B - EMPLOYEE CONTRIB 10+ YR ELECT
• C - EMPLOYER CONTRIB 7 YR ELECT
• T - EMPLOYER CONTRIB 10+ YR ELECT
• Y - EMPLOYER UNCLASSIFIED CONTRIB
• L - POST-TAX UNCLASSIFIED

 626663
• H - EMPLOYEE AFTER-TAX
• C - EMPLOYER PRE TAX

 626664
• A - ACTIVE CONTRIBUTIONS
• E - ELIGIBLE FOR REIMBURSEMENT



Manual option

If you have access to 
more than one 
division on the plan, 
you will need to 
select your division

You can select which contribution 
types/sources to include

Ability to copy from previous pay 
period will appear after first 
contributions



Type in your contribution 
amounts on this page

You can pull employees 
assigned to other divisions 
into your contribution batch



Check your totals before selecting 
the file and clicking Run Batch

You can view and pull confirmations for 
previous pay periods on this page by 
changing the Batch Type to “Submitted 
Batches”



If set up for ACH Debit, you 
will have the ability to 
schedule the contribution for 
a specific date on this page 
before clicking Finish



Print or Save this confirmation for your records



File Upload option



Sample Contribution File



File Formatting

• SSN can be with or without dashes
• Dollar amounts must be formatted as “Number” (No $ signs, must 

have 2 decimal places)
• Your file can include labels and totals, though they are not required
• Your file can include extra columns we don’t necessary need, we can 

tell the system to ignore them



The first time you upload a file, you will 
need to create a template, telling Voya 
PayCloud how to read your file

File upload option - Unmapped



For your Template Name, use something that 
identifies it as your group’s, we recommend 
using the 4 digit Division/Location ID

Headers/Trailers settings 
will ignore irrelevant lines 
at the top/bottom of your 
file

File upload option - Mapped



PayCloud will plug in your 
numbers based on what is in 
your file, this is the same 
screen as the manual entry 
option

Process from this point 
forward is identical to the 
manual entry option



After your first upload, Voya PayCloud will 
save the template you created, ideally you 
would only need to create a template once



Notes

• Mandatory Roth Catch-Up Provision – All employees who earn more 
than $145,000.00 must select Roth for any Catch-Up contributions

• This setting can be updated in the Participant Update tiles
• Recorded demonstration of this demonstration will be provided
• Guides will be available



Questions?



Thanks for joining!
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