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An important update for
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Salary-Based Premium: Upload Option is Now Available

The salary upload option covered in the May 2025 HBR Update is now available! Please see the
bottom of this alert for the file specifications.

Groups with more than 200 enrolled employees that do NOT currently have payroll integration with
Benefitfocus will have the option to submit a file to the Plan that can be uploaded into eBenefits to
update the salary.

Once your file is ready for upload, please go to https://shpapplicationportal.shpnc.org/SBP-File-
Import/

@ Ntk Coarodinn

(e. State Health Plan

BV e viacean i vian samovi

A Dvvvnn o) e Dagrrtment of Shste "varerer
Home | Submit New Exception Subenit Group HBR Access and/or Contact Request | Siga in

Please Select Your Group's Name *

Seect -

Fiie Submetter [mad Address *
Enter e Emall Acress for the Fle Submtter. Confrmation and e

idaton rotificatons wik De sect 1o thy emal address

Attach the CSV P to Be Uploaded to the State Health Plan of NC Containing Salary Data for Your Employees *

 Chaose Fie | No fie choses



https://www.shpnc.gov/documents/newsletter-archives/hbr-update/hbr-update-may-2025/download?attachment
https://shpapplicationportal.shpnc.org/SBP-File-Import/
https://shpapplicationportal.shpnc.org/SBP-File-Import/
http://www.shpnc.gov

Upon successful submission of a file, a confirmation email will be sent to the ‘File Submitter Email
Address’ from HBRInquiries@nctreasurer.com to confirm receipt of the file.

Upon successful validation of the file, another email will be sent to the ‘File Submitter Email Address’
from HBRInquiries@nctreasurer.com to confirm the file has been successfully validated and sent to
Benefitfocus for importing to the eBenefits system.

Upon unsuccessful validation of the file, another email will be sent to the ‘File Submitter Email Address’
from HBRInquiries@nctreasurer.com to confirm the file has not been successfully validated.

This email will contain a list of errors contained in the file. When this email is received, the uploaded file
needs to be reviewed, errors corrected and resubmitted through the File Upload Page.

Upload File Requirements
The format for the salary upload option will contain 3 columns, below are the column names along with
2 examples:

SSN Salary Earnings Effective Date
123-45-6788 550,000.00 09/24/2003
5959-99-9998 565,000.00 03/16/2017

Please note:

e Social Security Numbers must contain dashes.

e Salary file must contain 2 decimal places and must not contain the dollar sign.

¢ Earnings effective date must be MM/DD/YYYY.
File will be in a .csv format and will be named GroupName.csv, example CountySchools.csv or
University.csv.
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