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On-Demand Reporting

Overview

What is On Demand Reporting?

On Demand Reporting (ODR) provides a user-friendly reporting tool that quickly and efficiently gathers
data from the record keeping system. Reports have been developed to meet common Plan
Administration and Plan Sponsor needs. You may run existing reports, modify existing reports, or
develop reports of your own.

What's New with On Demand Reporting?

The user interface has been revamped so that it is easier to use and more intuitive. New features
including right-click functions, input controls, drill mode, and fold/unfold are available and reviewed in
this guide.

What Can On Demand Reporting Do?

e Provide trending data.

e  Offer familiar icons and navigation tools via a user-friendly front-end interface.
e Allow report access and development directly to Plan Sponsors.

e Schedule reports to run automatically on a user-determined basis.

e Provide charts, tables, and other easy to use graphics for data organization and presentation.

Overview of On Demand Reporting Features

e Easy-to-use application for running pre-built reports that capture common plan administration and
plan sponsor needs.

e Create your own custom reports with ease.

e Extensive amount of data to build reports from.

e Intuitive, simple to use report formatting tools.

e Multiple chart and report options available.

e Ability to schedule reports to run automatically.

e Client and plan-level trending data.

e Custom reports can be stored in folders which can be organized in an easy and clear fashion.
e Reports can be viewed and shared by multiple users within the same access level.

e  Online Tutorials available.
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On-Demand Reporting

Logging In

Log in to Sponsor Web

Plan Access is a function of Sponsor Web and requires that you log into this application first. To access

Sponsor Web, open an Internet Browser such as Internet Explorer or Chrome.

- Note: If this is your first time logging on or if you have any other log on issues, please refer to
Appendix 1: Initial Login.

—

1. Access the ABA-RF Retirement Funds site: www.abaretirement.com.

Does your firm's 401(k)
o include professional fiduciary services?

Home Aboutthe Program  Program Investments  Fund Performance Fees  Services  PlanDesign  Literature ContactUs

j Existing Customers
Participants [EOGIY  800.348.2272

Administrator [EGGNY 800.752.6313
8:00 5., - 800 pm. ES.T.

| Potential Clients

Wetch the Video to 800.826.8901
LEARN MORE ciick here $:00 am, - 5:00 p.m. E.5.T.

Tl us about your firm

S0 WE CAN CONTACT YOU click hers

CLICK HERE TO CONTACT A REGIONAL REPRESENTATIVE IN YOUR AREA

ABA Retirement Funds®

News Room Come See Us
The ABA Retirement Funds Program (the _
“Program”) was created in 1963 and is abbbonsentild HURRICANE SANDY RELIEF February 5-7
designed to provide unigque, full senvice IRS ANNOUNCEMENT HNational Association of Bar Executives
401(k} plans 1o the legal community. 2013 Midyaar Meeating

©On Friday, November 16, 2012, the IRS made Hilton Anatole Dallas, Dallas, TX

By leveraging its size, the ABA Retirement an annauncement allowing Plan Spansors wwiw nabenet org
Funds Program brings together nearly PARTMERSHI? PROGRAM fexibility to permit affected participants
3,800 firms to offér a fund lineup and access to loans and hardship withdrawals February 7-9
senice package typically available 1o only large corporate prior to formally amending the Plan. if not National Conference of Bar Presidents
retiremant plans. This leverage allows the Program to provide: previously dene 2013 Midyear Meeting

Hilton Anafnle Diallas Dallag T
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2. Click the Administrator Login link on the top right corner.

Home About the Program

Do you have questions?
800.752.6313

Represantatives are available
8:00 a.m. - 8:00 p.m. ES.T.

Program Investments

Does your firm's 401(k)
feature no out of pocket expenses?

Fund Parformance

Feas

Welcome Administrators

Literature

Contact Us

ABA Retirement Funds® Visit Sponsor Web Visit ePAG
Sponsor Web (formerly known as Sponsor Connect) is a Ihe electronic Plan Administrator Guide (ePAG)
suite of powerful Web-based applications for plan gives you instant, online access to the essential
administrators 1o manage plan adlivity and share datawith  information, tools and forms you need as a Plan
the ABA Retiramnent Funds Program Administrator. Go o ePAG
Please glick hgrg for a virtual tour describing the features
and senices available thraugh Sponsor Connect

First Time Users: Access to Sponsor Web is password protected and requires authonzation. Please complete
the Sponsor Web Activation Request Form (see the link below - the form is interactive, so you can complate it
right on your desktop before printing it out for signature), scan it and e-mail it to the Program at

cont i} tirement com

Sponsor Web Password Reset Option: If you are a Sponsor VWeb user, you are required to establish security
questions in your online profile that allows you to reset your password yourself should you need to

1 sponsor Web Activation Request Form

3. Click on Sponsor Web Login.

VOYA.

Welcome to Sponsor Web

Lisae 10

Password

Plan adranishiatieg 8ricE v By YRIA | 3 N HlAona: f F PS5

it of coimpanias, Securites disinbuted by Voya Financial Parinars LLT [member SIPC) or third parthes with which

Tar RS o

08/27/14

Page 7



On-Demand Reporting

4. Enter your user ID and password and then click Go to continue. If you are logging in from a non-
registered device you will also be prompted to answer three of your five security questions before
entering the site.

| Note: Sponsor Web user IDs cannot be shared between users. Each user needs their own
unique user ID and password. If you have any questions about logging in, contact your
Sponsor Web support staff.
VO\/T : ABC Company
Hiorms Prricetibe Hai Conte Lis Loapmd
Winloour S ——— o bast bogan: §70H 2004 at 53220 M EDT
What's trending with employses?
Welcome to the new Sponsor Web
el o i
Relationship Summary [ News Center
. Amedican Tacpayer Relied &ct of
Total Defined Comtribaticn Pians: 2
Total Relationship Balances §45.512,057.10 ST I Pl Rt RoSavers
m_—
ABC SAVINGS AND BSOS ¥4 o a8 $58 117
INVESTMENT PLAN
ABC BARGAIMING SAVINGS 05033 ) 20,51 08 52 AT My Ao
AND INVESTMENT PLAN
Set.Up Top Plans Wiew All Plams Wi All Participants »>
O, Search ' » Sponsor Resources
- Fhauckary Sppport o Yorr Doskiop
CIHPIIII:M C'Eh.l'F".M Ouir edectionic bfasy, Flanf IR ST Ordine, delivers dessiop resountes 1o
Last Hama First Harma hiadp wiu navagabe Baday's Incroasingly complox regulatosy arinanmn
£ iz FlanFIRST™ Ciniine
" SpeovtEir Forum” Moty Mewshelior
R Your anling sounce for phan, participant and indusiy news and
SEM {1l & gt Errployee 1l information
B M e i 1 P P P 0 T
KX - XK -
"L (1] " R Mowslathar
Pariiel sirings ol & minimum of 4 characiers W :?:i'r thf.ﬁ-_ or I-.-.l-:J'TI.' r-.--?fl-::-.“f-.'-.#-.-'-. prerts shaping the
iy ressult e higher numiber of responses reteament indusiry
Dorvarnenent plan sponsors: i Mpwewsinggodelericom
Parbicipant Wah heseaoing Ly
Your vid@d and candudel mdssage ophan
¥ Pasticipand Yeeh Messaging LErary
Tanms of Usa § Onling Privacy Wiya Security | Prvacy Molice
08/27/14
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On-Demand Reporting

Log in to the Reporting Tool

1. Access a specific plan from the Home page by clicking on the plan name in the Relationship
Summary (or My Top Plans) section or performing a quick search using the plan name or number.

* My Top Plans

DC Plans

ABC SAVINGS AND INVESTMENT PLAN E2700 $119,036 23561

ABC BARGAINNG SAVINGS & INVESTMENT PLAN 627002 $113,134,500 35

DC Plan Total Relationship 2 Plans $237.230,796.47
Edit Top Plans | View AllPlans | View All Participants =>

Q, Search

8 By Participant = By Plan

Plan Name

OR
Plan Number

[123456

Partial =trings at a minimum of 4 characters
are accepted, but may result in a higher
number of rezponzes.

Search

08/27/14 Page 9
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2. You will see the Plan Summary dashboard.

VO\/& . ABC Company

Home | Frofie | Hep | ComactUs | Legoes ABC SAVINGS AND RETIREMEMT FLAM

el sticnehip Summany Filan knfo Pacticipant lnfo Reparis Processing Center Resources & Forms

ABC 3AVINGS AND RETIREMENT PLAM: 627001

= Print
Plan Summary Information az of D7AX3Z014
Address fotal Farticipants
B0 B IRE DRIVE, SUITE 200 54
SAINT. PALIL M —
Crbsr

Whew Flsn Detsls | Wew 8| Participants >
Balance Information

Ealance By Source of Money

B Employer Poa-ti: Cont

Bainrce $24 904 D48 18 14,812 B57 04
B Employes Fre-Tasx Cont
Total Balance §24,991,048.18 B
Port- Tax Contributions
F147 35511
Show Repults By @ 1 G L]
Viwe Edlurcs Datwls By Source | Irartmard | Regst Clagg
Q Search Quick Links
R F link
® Bty Participant OBy Flan porne s
Lact Haene Firet Hame ¥ Plan Bccass ¥ Payroll Admintstration
[ 1 I ] ¥ On Demand Repoding
o ¥ Ackivity History
£5N flast 4 dighs)  Employes 1D » Auckivity Summary

e - - | | ¥ Ackivity Balanes Summaey

Fariad serings 3 3 minimm of 4
chaFacters may redull it 3 hagher rumber
of responses

3. Select Reports from the orange navigation bar, then On Demand Reporting.

Relationship Summary Plan Info Participant Info Reports ‘h Processing Center

ABC Savings and Investment Plan | Changa,(.j.rl.l.jemand EECoan

08/27/14 Page 10
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4. You will see the Launch screen. Click Launch On-Demand Reporting.

VOVA ABC Company

[T

Home Profie ] Contact Us Liegout ABC SB\"II‘IQS & Imvestrmant Plan

Redasonship SAuemanany Plan infa Parscipant nbo e ing Cenled Hi: ces & Forms

On-Demand Reporting

The Oni-Demand Reporing 100l is an sasy-10-use, Stale-ol-the 2t repodting tool 1 help you befler monitor and manage your plan. Wilh onling repod-generation
Capabilbes. you may Wew of downlodd speahc informaion aboul your plan with jus! a few dicks of e mouse, and B allows you b biild robust cushom repoms with ease
mrowugh “drag and drop” capabiiies. On-Demand Reporting is your single source far summaries of operaonal metrics and historical Irend analysis o help you analyze
your plan's data. Chick the bulton Below 1o launch Me applicalon in 3 new browser window

Before you get started, o just for additional Bps and guidance, cick on the links Below 1o Gined you to helphal relerence mabenals tal can help you get acquainbed with he
reporiing tool and its Capabdbes

Tudorial- Click hare for an elecironsc hulorial Thad will Briefly guide you, shep-by-slep, thrsugh he basic funclions Bhal you may wse negulary ba befler monilor and Manage
yOLIr plan

{To view the tubarial, you must hawe Adobe Flash player version T or higher installed on your compulir. You may download it ires of charge from Adobe’s Wb site

Hip M adabe comiproductsMasholayer)

Ouestions & Answers Guide- Click hene for the most up-lo-date, easy-lo-understand wiilen instrucions o guide you theough Me neparting tool's main features and
commonly asked guestions.

Terms of Use | “oys Secuity | Privacy Notice

@ 201 4 Voya Sendces Company, Al ights resered, Voya and the Yiya logo are registenad radenarks of Vioya Services Company,

5. You will see the report designated as your landing page.

VOYA
WO e % [ aa
= IEE 2 Organze = | 3 Fer SiTies +
@ =i My Folders o0 | Tie = Ty
B i Putac Felders [ &) + Balasce Batewen X 09 Y - Daily Vet Inlemgance Decumant
@ 3 ABRA Cuslom Raparts WView Latest instance | Histody | Schadule | lodely | Propertes
& [ Standand Reports Lisi of parbcipants with Balances (ecchudeny Loan amaunt) & o aenpunt
o Zabaly - Balances O 21 + Balance Graater®an or Equal b X - Dady Wt InlgBigance Documant
@ Dty - Counts Vg Latest instance | Histody | Schadule | lodely | Progeres
@ [EDaty - Data List of parscipants with Balances (gecudeng Loan amaount) Greater than of Equal 12 an amoyunt
a -f"n""""““ [ &) + Batance Less than of Egual o X - Daily Ve Intemgence Decument
@ S Dashboands Higlory | Schadule | Madity | Progertas
@ [aMonmly - Balances List of parbcipants with balanoes (enciuding Loan amount) Less Fian or Equal o an amount
B Stlonmy - Gounts [ &) + Bslences snd Cousts of Parts 70 12 & Oldar - Daily e Infemigancs Decument
@ Son®ly - Data View Latest instance | History | Schedule | Wodiy | Broperies
@ [ uonmly - Loans Ligt of Pardcipants who e TO 172 and olger
T &) + Pabcpant Balancs - Daiy Wb InleBigance Documant

Wik Latecsd Ivitinsca | History | Schaduls | Wodiy | Progperies
List of parkcipants and balances (eacuding Loan ampunt]

T 2] » Pamcipast Fund Balancs - Dasly W InleBigence Decumant
Hislory | Echedule | Modidy | Properies
Ligt of parbopants and balinons i Rundis) 1o be 3pecled by he user

O &) + Paboionst Sowce Bt - Doy Wl InleBigence Documant
Vidrar LSt instancs | History | Schadulé | Wodidy | Propecies

B imd B iin m A S ke e e Ge m e e b R mm e e e s
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On-Demand Reporting

Navigation

General Application Navigation

Navigating within the application is simple. You’ll recognize icons, drop-down lists, and other navigation
tools that are similar to other commonly used software. The intuitive folder structure makes reports easy
to locate, store, and share. Familiar icons such as save, print, refresh, find, and more are available.

Hovering over icons will display a description of the action.

@ &Pl - Reports

@ & Slndard Repots

@ 3 Standard Reports Indernal
@ _d Slandard Repos Infernal

Client Summary
The Demonstration Client

VOYA -
3 |:| Hew - T i ri:
| Foets Al %0
HSBmE X |_chm5m-;
B & Public Folders
@ 3 e-Delvery Repors Ll
@ & Demonstration Client - X= JELC I £1 [Main Report =] G | # 90w =] -

Participant Status Summary
As of August 31, 2010

Tatal Assets
As of Beplember 03, 2010

!

TOTAL ; §624.403, 24321

firig boan fund

BB - Derminti stion Plan 1 Savings Plan

L Note: The report displayed as a “landing page” will vary depending on your line of business.

Common On Demand Reporting icons include the following:

e The .@ icon will allow you to export the data to Excel and Adobe.

e The =2 icon will allow you to print the report.

° The@

icon will allow you to show/hide the report parameters.

e The arrow icons allow you to move within the report.

E
e The = allows you to refresh the page.

e The -.ﬂ icon will open the Find text box, which allows you to type and find text within the report.

Page 12
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On-Demand Reporting

Report Navigation

The report page contains additional navigation drop downs and icons described below.

L Note: The report may need to be in Modify mode for some icons to be enabled.

VOYA.

Document List

Help | About Log Out

Web i - Balance Between X and Y [+ 53
w Document » View » | 1y | 34 9 [too%e |- [ Ja+ #% Refresh Data | ip | &5 | O
Navigation Map ~
=/ 3 | Balance Between X and Y Balance Between $.01 and $1000
= (= As of 1131112
Demonstration Plan - 820001 i L i q
__LastName  Location(divSub) | Smws _________Bain
JOOXX-0023 Sample Participant 2041 00 - Active
JOOCXRX-0035  Sample Participant QOHO1 00 - Active
JOOCXK-0068 Sample Participant 3070 00 - Active
KHH-KK-0082 Sample Participant 1017 00 - Active
I KHH-KK-0091  Sample Participant 0HO1 32 - Term Payment Deferred
1 KHH-KK-0144 Sample Participant 2041 00 - Active
| KHH-KK-0181 Sample Participant 0HO1 00 - Active
KHH-KK-0160 Sample Participant 2041 00 - Active
KHH-KK-0161 Sample Participant 2058 00 - Active
KHH-XK-0191 Sample Participant 1026 00 - Active
KHH-XK-0201 Sample Participant 2041 00 - Active
KHH-XX-0208 Sample Participant 0Do1 00 - Active
KHH-KK-0223  Sample Participant 0HO1 00 - Active
KHH-XK-0231 Sample Participant 2061 ‘ 00 - Active v
< >
g EE A ) ‘ =] Reportt

Toolbar Icons

4 Document| = .
The button will allow you to Close, Save As, Save to My Computer As, and Save
Report to my Computer As.

The View| | icon will allow you to utilize Quick Display mode, Page mode, Draft mode, PDF mode,
Left Panel, Status Bar, and Fold/Unfold.
*

-
The Export icon —

(#

will allow you to export report results as a pdf.

The Find icon
report.

100%: -
The Zoom icon allows you to control the size of the displayed report image.

1 M1+ M M
The Page icon allows you to page through report results.

will open the Find text box, which allows you to type and find text within the

L\ Note: The total number of pages will always display as ‘1’ until you select the go to last index
arrow.

The H icon will allow you to show/hide the Document Properties pane.

08/27/14
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x
The Purge Data icon J (not shown above) will allow you to delete all data from your report
results. If you SAVE the report after purging data, the data will be gone permanently. After selecting
Purge Data you may retrieve the report results by selecting the Refresh Data icon

- Refresh Data , or the Undo icon 9 (as long as you did not save the purge).

i1
The Filter icon j will allow you to show/hide the report filter toolbar.

The Fold/Unfold icon F_EID will allow you to show/hide the fold/unfold toolbar. This feature allows
you to expand or collapse report sections, when applicable, to easily view or skip to data.

()
The Drill Mode icon " will allow you to start/stop drill mode. This feature allows you to filter to

different levels of data, when applicable. For example, a participant may drill from the participant
level to the plan level and vice versa.

Left Panel Icons

The| = icon will allow you to access the Navigation Map Navigation Map which contains a tree
structure breakdown of the report based on its various sections. Use the Navigation map to view
sections or to move within the report.

T . User Prompt Input , . _
The "™ icon will allow you to access User Prompt Input . This section will

only be enabled for reports that require you to input information before running the report.

B
The icon will allow you to access Input Controls if any are defined
on the report. Input controls provide another level of report navigation and filter functionality.

Input Controls - Report?

The Find icon it will open the Find text box, which allows you to type and find text within the
report.

08/27/14
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Standard Reports (Record-Keeping System Data)

Standard Reports - Recordkeeping System Data

L Note: The report content provided in this manual is for illustrative purposes only. Report availability

and content may vary depending on your line of business.

Standard Reports are pre-existing reports designed to capture common Plan Administration and Plan
Sponsor needs. Both Plan Administration and Clients have access to Standard Reports. Only Plan
Administration has access to Standard Reports Internal.

Standard Reports

The standard reports are categorized into folders. Within each folder there are multiple reports:
BALANCES (Daily/Monthly)

Balances and Counts of Parts 70 %2 & Older
Balances between X and Y

Balances Greater than X

Balances Less Than X

Deceased with a Balance

Participant Balances

Participant Fund Balances

Participant Fund Source Balances
Participant Source Balances

Terminated Participants with a Balance

Zero Balances

COUNTS (Daily/Monthly)

16B Participants

After-Tax Current Deferral %

After-Tax Elected Deferral %

Before-Tax Current Deferral %

Before-Tax Elected Deferral %

Dividend Pass-Thru for >= Age X

Participant Actual Roth % Count between age X and Y
Participant Balance Count between X and Y

Participant Count by Fund if Balance is > 0

Participant Current After-Tax % count between age X and Y
Participant Current Before-Tax % Count between X and Y
Participant Locations

Participation by Status Code

08/27/14
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On-Demand Reporting

QDRO Participants
SMA Accounts

DATA (Daily/Monthly)

415 Contribution Amounts Greater Than X
Contribution % > 0 for any Status
Foreign Participants

HCE Participants

Missing Addresses

Missing Date of Birth

Missing Div Subs

Missing Eligibility Date

Missing Plan Entry Date

Missing Term Status

Participants with a Client Status (PH662)
YTD Contribution Totals

LOANS (Daily/Monthly)

Active loans

Balance < Payment Amount

Defaulted Loans

Deferred with Outstanding Loan Balance
Inactive Loans

Late Loans

Loan Balances by Location

Participants with More than 1 Loan Balance

STATS (Monthly)

IVR/PSR/WEB Stats (English Only)
IVR/PSR/WEB Stats (English, Spanish, Advice)
IVR/PSR/WEB Transaction Stats — Client Level
IVR/PSR/WEB Transaction Stats — Plan Level

08/27/14
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On-Demand Reporting

Accessing Standard Reports

Navigate to the Standard Reports folder.

1. Click on + to expand Public Folders.
VOYA

W [ tew - S

il

|l Foiled s
E S8 EE X ”f“"l'illrun-u:r
B LA Public Folders

@ 3 +-Dalivery Ropods
@ Ca Demonstration Client R I #1 [Main Report =] & | # [90% =]

@ P+ Reports Client Summary
The Demonstration Client
@ | Slandard Heparts Infernal

| - Slandard Reports Infernal Participant Status Summary Total Assats
As of August 31, 2010 As of Seplember 03, 2010

R sl
Barwn
i

n

TOTAL ; §624, 40324321
(et Iuding baan fund)

B20001 - Dot atbon Plan 1 Savings Plan -

B Bz

L4 Note: When you first open Reporting, the Client Summary report automatically opens.
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On-Demand Reporting

2. Click on + to expand Standard Reports folder.

VOYA
0 Ovew - & B &
| Foldéis I+ =N

Client Sumanany

EeBaE X
B A Public Folders
B [ e-Delvery Reports
@B Dermonsiration Clignt

i [0 =]

/1 [Main Report =] & I

Client Summary
The Demonstration Client

@j*()»[l

® 3 Dally- Balances
& 3 Daily - Courils
@ i Daity - Data

@ | Daily - Loans

B 3 Dashboards

B i Monthly - Balances
& [ Wonthly - Counts
B = Monthby - Data
@ A Monthly - Loans

Standard Reponstntemal
ndard Beptnts Internal - DB

Participant Status Summary
AS of July 31, 2010

Total Assets
As of August 04, 2010

TOTAL : $624.493,243. 11
(eeecluding loan fund)

820041 - Demonstration Man 1 Savings Plan

3. Open the Daily Balances folder.

4. Click on the report title to run the report.

VOYA
B Otew - S @ e
| Fobder s o | Dy - Balces LN=T.8
GBsBai X S organize = | 3 Fiter AITypes =
B 2 Puaiic Folders LD T [ —
@ 3 eDelvery Repors M 3] + OGalance Betwesn X and ¥ - Daily Wb Iedeligence Document
@ s Demonsirabon Cleni |
@ &P - Reports C 3] + Balance Greater Ban o Equal by X - Dy Wieb Irseligence Document
B (@ Standard Reports I
@ [ Deaily - Balances T 2] + Balance Less han or Equad bo X - Dy Wiab Infeligence Document
Craity - Counts [
“ -‘ " C 2] + Balances and Counts of Pars 70 112 & Older - Daily Web Indeligence Document
B S Daidy - Drata |
@ CHDally- Loans I 3] + Paficipant Badance - Daily Wb Infeligence Document
B S Dashboaeds |
E 3 Wonthty - Balances C 3] + Pamcipand Fund Batance - Daily Wb Irdeligence Document
B | Manthly - Counts I
[ 28 Maonihty - Data r _'._'I & Pamcipard Source Balance - Daily Wb Intelbgence Docurmint
B S Monihly - Loars |
@ [ Manthty - Stats ] ]_] & Famicipasd Sounce Balance by Sowrce - Daily Wab Irdelbaence Document
@ SiStandard Raports Inbema r 3] + Pamcipants with & Zeno Balance - Daily Vb Irdeligence Document
@ S 5tandard Repors Intemal - DB ||
F Al + Terranaled Pamicipants with a Balance - Daiy Wb Indeligence Document
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On-Demand Reporting

5. Enter prompts as needed and click Run Query.

VOYA -

@ Qe - G kaa

| Folbens *i'll—_x-u.n- LEX-F-¥1
YIRS | 3] Coxumact = View = | 3 Find | 4 Unde - Bede | Zoom [t |- | M 4[|k ¥ £ RubushDute
A g I .

B | Pubdst Folders

B 3 s-Daibenf Raports | B ——" < |
@ L@ Demongiration Clignd Fiephy 10 prompts belons nunnerg e guery

m TP - Reports S e At 2 Foun Query

@ (2 Standard Repests G Mamam Amount 1 1868

I8 Dy - Balances
1B S Draaly - Conants
B 5 Coaaty - Data
@ S Oty - Loans
B S 0ushboards
B S Menthly - Balanies
B S Monthly - Counts Wi Aot
B S Wenthly - Dada no00|
B = Mgnihiy - Loang
B Moty - Stals
@ 3 Stndacd Repos internal
@ [ Standaed Reposts Inlernal - DB

) Meore naormation

it Or hyp Ter valaes yiu want B neturn 5o reports for eakh promgt dippleyed Fane

| ) Peperts | ‘ReweshDale

6. The query will run and the report will open. It’s that easy.

| Balance Between X and ¥ - Daily +ER=R_
2] Document - View - | M Find | £ Undo (= Redo |Zoom [100% |- |4 41 |k M 3 Refresh Data
z—_m] o Daily Balance B 01 and $1000 r
= EE«M . a alance Me;t:':‘::gs a an
Demonstration Client
Demonstration Plan - 820001
S5M First Name Last Name Location Stalus Balance
005464205 Sample Farticipant 0000  Term Payment Defemed $29.86
007939892 Sample Participant oDo1 Acthve $87588
003665274  Sample Farticipant 2041 Active $802.75
7521922 Sample Farticipant oMo Suspended 49 67 B
028882582 Sample Faricipant OHO1 Active $313.74
044686276 Sample Farticipant 1023 At $378.32
048606600 Sample Participant 0000 Term Payment Defamed $0.46
086544995 Sample Farticipant 0000  Term Payment Defemred $160.13
139780910 Sample Farticipant 2081 Active $37.21
142153670 Sample Faricipant OHO1 Active $201.20
154022438 Sample Farticipant OHO1 Attive $882.26
158381235 Sample Farticipant 2061 At $151.10
168389621 Sample Farticipant OHO1 Acthve $480.03
180561933 Sample Farticipant 2043 Active $216.97
| Imssn?u Sample : Faricipant 1017 Active $526.58 _[ﬂ
4 >
A | ]l | ) Report1 | Refresh Date: Septemcae 7, 201012238 PM

| Note: You can click any folder to run the reports within that folder.
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On-Demand Reporting

Left Panel “Read Only” Icons

The left margin of the report will contain a panel with various sections of information. You can click into the icons
on the bottom of this panel to display the different sections.

Document List
Web Intelligence - Balance Between X and ¥
' Document V\EW|v| S8 9 [@v f1+ P M
Navigation Map |||=: uick Display mode
= 3| Belance By (] Page mods Balance Between $.01 and $5000
E| [ Draft mode As of 1731/12
[0 POF mode
[ Lett Panel nonstration Plan - 820001
B Fold / Unfald #¥-0023 Sample Participant 2041 00 - Active Fa4417
FRAH-0026 Sample Participant 1031 00 - Active $1,049.60
FrAH-0034 Sample Participant aco1 00 - Active §3 84636
FRAHH-0035 Sample Participant aHo1 00 - Active F509.07
FrAH-0041  Sample Participant 2041 00 - Active §1,043.52
FRAHH-0042 Sample Participant 2061 00 - Active F4 68563
FrAHH-0048  Sample Participant 2041 00 - Active §1.629.18
FHAH-0052 Sample Participant aHo1 00 - Active $1,431.34
FRAH-0063 Sample Participant 1017 00 - Active $2 061,51
FHAH-0068  Sample Participant 3070 00 - Active 23612
| s0omoc0081 Sample Participant 1017 00 - Active $1,375.23
I HHAH-0082 Sample Participant 1017 00 - Active F980.:
|| oeeconsg Sample Paricipant 1031 00 - Active $1,384.92
FRM-0091  Bample Participant aHo1 32 - Term Payment Deferred §a05.88
MRM-0112 Sample Paricipant 1023 00 - Active $2 84548
HRA-0113 Bample Participant 2043 00 - Active $4,091.71
HAE0121 Sample Participant OH01 00 - Active 260024

L Note: If the Left Panel does not automatically open, click the arrow located to the left of the report
output. To set your default display so that the Left Panel will always open, from the toolbar
select View, Left Panel.

e The first option in the drop-down list will display the “Navigation Map” which contains a tree
structure breakdown of the report based on its various sections. You can click into a item within the
tree structure to move directly to that section of the report.
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Document List

Web Intelligence - Participant Account Balance

# Document ~ View ~ | 15 | 33 | @ v r1+ M

MNavigatio

Jj Participant Account Balance

BYSi|report

@ 320001

Participant Bala
As of 1731712

Demonstration Plan - 820001

| ssu | Frstiame | Lasthame |

H--0001 Sample Paricipant
] HO--0001 Sample FParicipant
f H--0002 Sample Paricipant
| xooeo-o002 Sample FParicipant
J00GX-0003 Sample Participant
JOCE-0004 Sample Participant
000006 Sample Participant
HOE-0007 Sample Participant
HOEHH-0012 Sample Participant
<
EEEE Report1

e The second option in the drop-down list will access the “User Prompt Input” section. This section will
only be enabled for reports that require you to make a selection before running the report. For
example, the “Balances Greater Than X” template requires you to select the value for “X” before the
report can be run. For those types of reports, you can alter your input selection in this section
without having to exit and rerun the report.
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Web Inteligence - Participant Account Balance

m\&‘:—‘aﬁ@

100% -

[T Jn=»»

User Prompt Input

Advanced

RM

There are no prompts defined on the
queries in this document.

Demonstration Plan - 820001

| ssn__ | frsthame | Lasthame |

HoOK-¥H-0001
HoO-X-0001
HoOO-XK-0002
HoO-X-0002
Ho-¥H-0003
HoOH-¥H-0004
HOO-XH-0006
HOO-X-0007
HOO-0-0012

Sample
Sample
Sample
Sample
Sample
Sample
Sample
Sample

Sample

Participant Balg
As of 1/31/12

Participant
Participant
Participant
Participant
Participant
Participant
Participant
Participant
Participant

EEEEEN

Report1
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On-Demand Reporting

e The third option will display the Find tool. This tool enables you to type in specific text and finds it
within the report. There is also a Find icon in the toolbar that can be used to access this section.

Web Intelligence - Participant Account Balance

| vl Docunent + View ~ | 15| 8| @ © |[oox ]| <[t Jne >

Find
Find:
|T1,r|:|-e your text herl
Option=
[ ] Match whole word
[] Match case Demonstration Plan - 820001
Direction SN | Firsthame |
O up
® D HOO-N-0001 Sample
0w |
X HoO-0-0001 Sample
1
000002 Sample
| 300CXX-0002 Sample
HO--0003 Sample
HO-H-0004 Sample
JO0--0006 Zample
HO-0-000T Sample
HOOE-0012 Sample
<
Bl =) Reportt
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Printing Reports

Once a standard report has run, you may choose to print the output. Standard reports typically display a
print icon that you may click.

Document List

Help | About | Log Out

Web Intelligence - Particiggnt Fund Balances [+
! Document ~ View - | (5] T3 34| @ - (] (79 EditQuery | = RefreshData =X | i | EH | )
- . s - ¥
> > > > > > - & -
Document Summary
&5 Print Participant Fund Balances
2 General || As of 1731112
Document  Participant Fund
name: Balances Demonstration Plan - 820001
Description: A daily breakdown
TEEEEE Ay T SSN Participant Name | Date ofBirth | Location Status
e ] articipant e -ALL CAP CORE EQUITY FUND
Keywords: JO0EXH-0001 Participant, Sample 04/03/1965 2041 00 - Active 52900
Document  English (United H - .
bcale States) JOO-XK-0001 Participant, Sample 022211871 2056 00 - Active $43329.C
Creation ~ March 23, 2009 WOEK-0002 | Participant, Sample | 01/14/1956 0HOD1 30 - Term Awaiting Payment $434447
date: 3:58:20 PM GMT-
04:00 HO0-XX-0002 Participant, Sample 02/04/1859 32 - Term Payment Deferred §21,151.2
Last refresh March 5, 2012 - ]
i 10:57-06 AM GMT- JO0-XX-0003 Participant, Sample 07241951 1008 00 - Active
05:00 JO-XH-0004 | Participant, Sample | 05/04/1970 3066 00 - Active
3
[=| Document Properties || >
’Tﬁ W < I Y [ =| Report1 |

For printing other reports, take the following steps:

1. Click on View, PDF Mode.

Document List

Web Intelligence +Participant Fund Balances
~ Document - View|-‘ 'T_‘ D

00|«

Quick Display mode

[1 ]+ »M

Participa| ~| Page mode
As of 1/31/12 | ¢ Draft mode
[0 PDFmode >
Demonstr;
Left Panel

S5SN ’7 Status Bar bate of Birth Location Status|
XHX-%X-00 BE] Fold / Unfold 04/03/1965 2041 00 - Acti
HOHRH-HX-0001 Participant, Sample 02/22/1971 2056 00 - Acti
HOAH-HK-0002 Participant, Sample 01/14/19586 0OHO1 30 - Term Awaitin
| AR -XK-0002 Participant, Sample 02/04/19559 32 - Term Payme
b MR -XX-0003 Participant, Sample 07/24/1951 1008 00 - Acti
| HAX-KX-0004 Participant, Sample 05/04/1970 3066 00 - Acti
HAR-KXK-0006 Participant, Sample 05/25/1948 0D01 00 - Acti
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2. Click on the Print icon.

Document List

Web Intelligence - Participant Fund Balances

| View in HTML format | | Status Bar

-

@ Collaborate - / Sign ~ =

= 5 L [t s & @ [amew -

" ]

B

Bookmarks
Agof 4431112

Demonstration Plan - 820001

-

D Re == et Mame [—— - ALL CAP CORE EOUITY FUND | - Bowo Fuko | - mmeRnamons Eoumy Fung
portl X0 | Paiipars, Bamle 041 00 - Adthvw 20006 #1280 557
CLAL001 | Partipart, Bamgle 205 00 - Adtivw £43,20 00| $18 9 40| 8150
KON | Panicpars, Sacle o 50 - Tatm Amating Paymart: 543444 71| s1am
KON | Panicpars, Sacle 2 - Term Payrat Daferrad 21,151 30|
e 0 0 - A
RGN | Paniars, Sarhe ) 0 - A 2T
Rk 0e | Panidpars Sample oot 0 - A 28 05 | P
AT | Pantscipans, Sermple ey 0 - Active 511,40 1,700,735
KRN Fafticigart, Samphe 051 00 - At 37 96125 $11 563 52|
KICAHATT | Paricipars, Sarple [ 00 - Active 5200 & $0 414 44
KIS | Paricipars, Sarvple e 00 - Activw 12,083 77 $12.070.57)
KOO8 | Paicipans, Sarple 2081 00 - Active 2 0 58] $11,407 bl 2,04
XCEHEAND | Partipurs, Savple 08t 00 - Adive 6 308 55|
X0 | Partipurs, Sarsle 204t 10 - Adtive 128 #oo
X000 | Panians, Samele oHet 00 - Astivw 437,080
XL | Paiipars, Bamele 2081 00 - Adthvw 21,008 25|
AN | Patieipart, Sampls st 00 - Adtivw smam 838445
XOLHRAET | Panicipars, Samcle opet 00 - Adtive $13,253 35| P
XOLHRZE | Panicpars, Samcle 088 00 - Adtive 5183444 75
RGN | Panidars, el 45 0 - A w13 400 5 sz
RGN | Panidans, Samhe oH 0 - A s w.# 41 400 57)
Xk | Panidpars Sampl oH 0 - A I $8.380.47 s

3. To return to the application view, click on View in HTML format.

Document List

Web Intelligence - Participant Fund Balances

B WView in HTf'vu“IL\fDrmat Status Bar
=i ﬂ =7 [ 1 0%
1=

. &Y & 45,

Bookmarks
A of 12112

Demonstration Plan - B20001

-

E Reportl

By Particpact Hame | Date al
ph el Paflicpant, Serphe | 0400
N N30 Paiapant, Serph | 000
3 a3 W Pailaapant, Serrhe i
OO EEOMED | Paidpant, Serphe | D000
FE-E AR Partapant, Samgha o
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Exporting Standard Reports

Exporting Results

Another great feature of On Demand Reporting is the export function. You may choose to export report
output to an Excel, PDF, CSV (comma separated values in EXCEL), or CSV with Options file. Once
exported, you can manipulate, find, print, and save data from within other applications.

To export report data, follow these simple steps:

1. Run the report.

2. Click on the Document drop-down list.

3. Select “Save to my computer as™*, Excel, PDF, CSV, or CSV (with options).

You may also select “Save report to my computer as”... This selection gives you the option of
saving as an Excel, PDF, or text file.

Document List
Web Intelligence - Participant Fund Balances
B Dncument|-| View = 'T_.' é’a &) v _.f1+ MM
Close
Save as res
Save to my computer as » Excel
Save report to my computer as » FDF
csv
SSN Participant Nar CSV (with options)... n Status
HHH-XK-0001 Participant, Sample 04/03/1965 2041 00 - Active
H-XX-0001 Participant, Sample 02/2211971 2058 00 - Active
HHH-KK-0002 Participant, Sample 01/14/1956 OH01 30 - Term Awaiting Payment
HH-X-0002 Participant, Sample 02/04/1959 32 - Term Payment Deferred
I H-XK-0003 Participant, Sample 07/24/1951 1008 00 - Active
r‘ FOK-XA-0004 Participant, Sample 05/04/1970 3068 00 - Active
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4. Open the file by clicking on the Open button to export a file. Or, click the Save button to
automatically save the report to the location of your choice.

File Download |

P Some files can harmn wour computer. IF the file infarmation below
\fr) looks suzpicious, or you do not fully st the source, do not open or
zave this file.

File name: 2_#& Older.xls
File type:  Microsoft Excel Warksheet

Frarm: ...s0bjects, corp. citistreet. org

Wiould wou like to open the file or gave it ko your computer?

Open | Save I Cancel Mare Info

¥ | flwaps ask before opening this bpe of file

Examples:

E4 Microsoft Excel - Balances_and_Counts_of Parts_70_1%2FZ_%:Z6_0Older[1].xls

E._j File Edit Mjew Insert Format Tools Data  Business Objects  Window  Help
SRRz -Biele-BS @ F B -
A1 - fx
A B | C | D | E | F e
1
Gl
2 | 300601
_3
4 Partlt:lpant Id Paru[:lpant StatugDate OF Birth Attained Age Current Yalue
o) I:II:I1222I353 1171924 F6,121.25
| V
5] IZIIZI12E!1EEE 04 8re1 9249 7B F0.00
T | F r
¥ | 002123766 x| 12124119245 an F0.00
Excel
ﬁ | Adobe Reader - [Balances_and_Counts_of_Parts_70_1%2F2_%26_0lder[1].pdf] - |E||i|
E File Edit W%iew Document Tools Plug-Ins  WWindow  Help _|ﬁ'|5|
A P HE = @ P et (R D[ Ofem - ® D3 @ren- [ v
" E|1- Optionz ~ X %
f —
E EHDY Balances & Counts - 702
-§ D 300801 Balances of Parts who are 70 1/2 or alder
” [ 300602
4 3 360001 300601
%1 mm!l ! ! !! l_m_
__ E SEDDDE 0222053 30 171328 b 612125
E 3E0003 281628 4 EaE] 7% $0.00
08/27/14
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PDF

Edit  Wiew

Microsoft Excel - Balances_and_Counts_of_Parts_70_1%2F2_%26_0Older[1].cs¥
‘] File

Insert  Faormak

Tools Data  Business Objects  window  Help Ty
S BB ):vai-”@ view~ @ || @ | # Binrial -0 -|B I U|E=Z=HE]|$ %
Al - & Flan Id
A 1 B | ¢c [ D ] E [ F [ 6 [T H [ 1 [ J [ K ]
1 |Flan Id Participant Participant Participant Date Of Birth Attained A Current Value
| 2 | 300801 1222053 30 BLAU 1711525 0:00 76 B121.25
3 300601 12{ 4 Francoeur §/8/1929 0:00 76 1]
CSsv

L) Note: “Save As” is used to save a copy of a report within the application. The copy is saved in
modify mode which allows you to edit the report (discussed in the following section).
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Creating Personal Folders and Saving Reports

Creating a Personal Folder

In order to modify an existing report, you first have to save the report to a folder to which you have
“update rights,” such as “my favorites.” You also have the option of creating your own personal folder
within my favorites. To do so, follow these steps:

1. Click on My Favorites to highlight the folder.

o

| o New - Add - |
= Al

E = My Favorites

# [ pyblic Folders

2. Click New, Folder.

—>New|v| Add ~ | Organize ~ | Acti
"é Hyperlink

QE. Fublication

w  Web Intelligence Document

anlder w

The create folder dialogue box will open.

3. Enter a name for your new folder and click OK.

Create Folder

Enter a new folder name: RDs Repaorts |

DKl Cancel |

The new sub-folder now exists in My Favorites.
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Copying and Saving a Standard Report

Once you’ve created your own personal folder, you can save or copy a standard report by following
these steps.

Copy Report

1. Right-click on the standard report title, select Organize, then Copy (if you prefer, Organize/Copy
may also be accessed from the toolbar).

Title =
Loan Balances by Location
Report participants that Wiew 0. Report includes participant locatic
Properties
Schedule
History
Ml *
Add G

Organize
Create Shortcut

2. Navigate to your personal folder to which you will save the standard report.
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3. Right-click on your personal folder, select Organize, then Paste.

Document List

D = | Mew - Add -~ | Organize - | Actions -
= all Title *
E‘ S My Favorites ¥ all Beneficiaries in Plan
" _ RD's Yersion
= [ Public Fo Properties Participant Account Balance Dr
" pemc  MNew * List of participants and balance
B[ Stanc Add r Participant Counts by Div Sub
Cut
Counts by Plan
Copy

und Balances
Delete kdown of assets b

ELIj Shortcut to Participant Fund B3
& daily breakdown of assets b

You now have a version of the report that is able to be modified.
Another way of doing the same thing is to save the standard report.

Save As Report

1.

Click on the title of the standard report.

Document List

Help  Ab

’_ ' New - Add -~ | Organize - Actions - Search title |

| 4 4« 4 [1_Jof2+

F Al -~ Type
" My Favorites (* | All Beneficiaries in Plan Web Intelligence Report 0
120 public Folders

@ Demonstration Client ¥ Auto Enrolled Participant Report.rpt Crystal Report 0
=112 Standard Reports
: Balances ¥ Beneficiary Not Equal 100% Web Intelligence Report 0
Count
Dashboards ¥ Beneficiary Tracking Report Web Intelligence Report 0
m A list of beneficiary updates made within a plan with Start &
Loans ¥ Enrolled to QDIA Crystal Report 0

Instances
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The report will run.

Document List Help | Abou

Web Intelligence - All Beneficiaries in Plan

# Document » View » ,'E‘ a’a &) 100% - -'.'1+ MM % Refresh Data =]

All Beneficiaries On Plan

820001 - Demonstration Plan

Participant ID Beneficiary Name Beneficiary SSN Beneficiary Type Beneficiary % |Beneficiary Relationship| Beneficiary DoB

HO0-XX-0001 0000 Sample Beneficiary JOOG-XX-2307 Primary Spouse
JHOO-XX-0001 2041 Sample Beneficiary JOAK-XK-8437 Primary 100 Spouse 12/04/1964
JOOEXK-0001 2056 Sample Beneficiary HOO-X(-2581 Contingent 0 Son 12/05/2002
JOG-XX-0001 20568 Sample Beneficiary JOOCXN-4123 Primary 100 Spouse 06/13/1972
JOCH-XX-0001 20568 Sample Beneficiary HHK-XX-B366 Contingent 0 Daughter 03/30/1998
JOCR-XKX-0001 2058 Sample Beneficiary HRK-KA-B8424 Contingent 0 Son 04/28/1995
HOCK-XX-0001 2056 Sample Beneficiary HX-XX-7969 Contingent 0 Son 02/27/2001
-nnn? aHNt amnle Benafician, 0000 Cantinnent il Dannhtar 02/26/1985

2. Click Document, Save As.

» Dncument| v| view | 25 3| 9
Close
Save as
Save to my computer as L
Save report to my computer as b
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3. Create a Title for the report, add a Description, and click OK

Save As

Folders |

= |p% | Favorites Faolder

] RDs Reports

[ 1 Public Folders

|+

[ My Folders s al2ll Beneficiaries in Plan

[gme |A|I Beneficiaries in Plan )

Description

RD's Wersion
N

Keywords

[1 Pen

Refr

A

anent regional formatting

sh on open

y

I

OK

[

4. Click Document, Close to close the document
¥ Document| | View v | 14 | 38 | O
Close
Save as
Save to my computer as L5
Save report to my computer as L3
LY Note: Saving a report to the “Favorites Folder” will make it viewable to anyone using that
particular login ID. Saving it to a plan folder within “Public Folders” will make it viewable
to all users (internal and external) with access to that plan. Reports cannot be saved into
the Standard Reports folders.
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Modifying Existing Reports

Modifying a Report

In Modify mode, the report’s look and feel and can be adjusted by changing font, color, titles, highlights
and other features. The data can be resorted, filtered, sectioned or converted to various graphs and
charts.

Modify Mode

Once you've saved the standard report to your personal folder, you can either a) right-click on the report
title and select Modify,

|,7| " New + Add - | Organize ~ Actions ~ Search fitle
= Al Title *
E"i'-:-' My Favorites All Beneficiaries in Plan
. ““[- RDs Reports RD's VISR
®- [ public Folders ¥ Parfici  properties  [Sub
Modify
¥ Partici  Schedule
History
New »
Add »
Organize »

or, b) open the new report and modify it according to your needs.

= “~ | New ~ Add -  Qrganize - Actions ~
Al Title *

B'i“." My Favorites ¥ | All Beneficiaries in Plan
| RD's Version
= -/ Public Folders
B [ Demonstration Client
="l standard Reports
' Balances
' Count
' Dashboards
' Data
~ 1 Loans
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1.

Run the report you want

to modify by clicking on the report title. Once the report runs, click Edit.

Document List

Help = About

Web Intelligence - All Beneficiaries in Plan

4 Document » View » | [ E:_' B9

.r1+>H

KEdit}I‘} Refiesh Data

All Beneficiaries On Plan

820001 - Demonstration Plan

Participant ID Beneficiary Name Beneficiary SSN Beneficiary Type Beneficiary % |Beneficiary Relationship| Beneficiary DoB

200(-XX-0001 0000 Sample Beneficiary 2O0(-XK-2307 Primary Spouse

H-XX-0001 2041 Sample Beneficiary JOO(-KA-8437 Primary 100 Spouse 12/04/1964
HOOL-XX-0001 2056 Sample Beneficiary JOO-XX-2581 Contingent 1] Son 12/05/2002
JOOXK-0001 2066 Sample Beneficiary JOOCXHR-4123 Primary 100 Spouse 05/13/1972
HO0(-XX-0001 2056 Sample Beneficiary JOOK-XX-6366 Contingent 1] Daughter 03/30/1998
HHK-XK-0001 2056 Sample Beneficiary HHK-KK-6424 Caontingent 0 Son 04/28/1995
HO0L-XX-0001 2056 Sample Beneficiary JOOC-XK-T969 Contingent a Son 02/27/2001
HO0(-XK-0002 OHO1 Sample Beneficiary HOO(-XX-0000 Contingent a Daughter 02/26/1985
XHK-XX-0002 OHO1 Sample Beneficiary HHAK-KK-0000 Contingent 1) Son 03/25/1987
HOO-XX-0002 OHO1 Sample Beneficiary JOOC-XX-0000 Primary 100 Spouse 10/24/1955
200CXX-0003 0000 Samuole Beneficiary SOOCHK-3450 Primary a0 Daughter 12/10/1985

The report will open in Modify mode.

The report will have additional toolbar options that were not available on the standard “read only”
report. These options allow you to change the look of the data on the report. To enable the toolbars,
you will first need to click on the column of the report to be modified.

! Note: Individual data cells within the report cannot be modified, only entire columns of data or
separate text boxes.

Web o Fund Balances nF x
» Document = Vi 3 TTH A M F R Refresh Data :X | 7 | 65| O
<»‘—'Aml ~p_J-IB r U Al 2K Z- EEE = =2 = H
™ EMe X+ B - &~
J
Document Summary -~
& print Participant Fund Balances
= General ~ | As of 131112
Document  Participant Fund
name: Balances ons ion Plan - 820001
D A daiy
of assets by fund at SSN Mame | DateofBirth | Location Status
ik B P ficient - ALL CAP CORE EQUITY FUND
Keywords: J00(-XX-0001 Participant, Sample | 04031965 2041 00 - Active $2,900¢
Document  English (United
beake: m,‘ " | 0003060001 | barticipant Sample | _02:2211971 2056 00 - Active $43,320.C
Creation  March 23, 2009 J00(-XX-0002 | /Participant, 011411956 0HO1 20 - Term Awaiting Payment $43.4447
date: 3:58:20 PM GMT-
04:00 JO0(-XX-0002 Participant, Sample 02/04/1959 32 - Term Payment Deferred $21,151.2
\\a-ﬂ/
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Left Panel Report Options

In Modify mode, the left panel of the report in “modify” mode will now contain additional options that

were not available in “read only” mode.

yDommtv\ﬂer [a Iaﬁ l) ~ [100%  Je | 41 e
s -z U A2
A-18l- | V18I = -0~ X-Wa~l%-| M-
i A / X |=[Plan Name] + " - = + [Plan Number]
IR — Demonstration Plan - 820001
&3 Print
= ~ SSN Participant Name
Document  Participant Fund XXX-XX-0001 | Participant, Sample
name: Balances
Description: A daily breakdown XXX-XX-0001 Participant, Sample
f assets by fund at e
:”Mxm . XXX-XX-0002 Participant, Sample
Keywords: XXX-XX-0002 Participant, Sample
Docu t English ted =
s e (2 XXX-XX-0003 | Participant, Sample
Creation  March 23, 2009 XXX-XX-0004 | Participant, Sample
date: 3:58:20 PM GMT-
04:00 X(-XX-0006 Participant, Sample
Last refresh March 5, 2012 e
e T b o XXX-XX-0007 | Participant, Sample
0s:00 XXX-XX-0012 | Participant, Sample
= v |
(BEom=amrc > =) Reportt

R —

—_-_—'-1
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Selecting the first icon will display the Document Summary section. General information about the
document is presented in this section including its name, description, creation date and the last date
it was refreshed.

A-(8-1Y-I7H]: MEYL YL
s fie v X [=[Plan Name] + = - = + [Plan Number]
K — Demonstration Plan - 820001
‘3 Print
= - SSN Participant Name
Document  Participant Fund XXX-XX-0001 | Participant, Sample
name: Balances
Description: A daily breakdown XXX-XX-0001 Participant, Sample
f assets by fund at o
S oy AR XHKX-XX-0002 | Participant, Sample
Keywords: JOO-XX-0002 Participant, Sample
Document  English (United
locals: sums)w XOX-XX-0003 Participant, Sample
Creation  March 23, 2009 XXX-XX-0004 | Participant, Sample
date: 3:58:20 PM GMT-
04:00 XXX-XX-0006 | Participant, Sample
Last refresh March 5, 2012 g
o 10:57:06 AM GMT- XXX-XX-0007 | Participant, Sample
05:00 XXX-XX-0012 | Participant, Sample
/=-Document Properties <
Fom=a2:c > =) Reportt
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e The second icon will bring up the “Data Summary” section. This section includes the sources of the
data and objects used in the template. Data element names and numbers will be displayed for
objects that are pulled directly from data elements in the re. This section will also contain any
formulas that were built into the template design.

v |4 «[1_Jn+
e ‘- " A2 K-
N2~ T~|=E| = ~ e X By DR
W e v X I-[anName]*-‘-'d»[PIanNurrber]
LSERES—-, Demonstration Plan - 820001
&3 Print
= Data source -~ SSN Participant Name
= Query 1 et i

o : Participant Dok 2XK-XX-0001 Participant, Sample

Last execution S s. 2WK-XX-0001 Participant, Sample

time:

Nb of rows: 30972 XAXX-XX-0002 Participant, Sample

20K-XX-0002 Participant, Sample
= Objects e
S Query 1 XXK-XX-0003 Participant, Sample
J As Of Date Date Plan XO-XX-0004 Participant, Sample
information wa .
downloaded XOXK-XX-0006 Participant, Sample
J Date of {PHO050} Date C 20O-XX-0007 Participant, Sample
Birth Birth —
4 Fund Cod 2 WXK-XX-0012 Participant, Sample
€3 ¥ ||«
)T E =] Reportt
el
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e The third icon will access the “Chart and Table Types” tool. This tool contains options to convert
the report into various table and chart formats. You can left-click a table or chart selection and drag
and drop it the report to transform it into that format. Please refer to the Creating Charts section of
this manual. The option to add formula and blank text cells into the report is also included in this
section.

aces - 1- 7 UIA-(2-(El -,

N 18l - T-IZE|= -|M-1X- W~ - M-
& fic 7 X |[=IPlan Name] + - -~ + [Plan Number]
et e e Demonstration Plan - 820001
Insert
These elements are available to drop SSN Participant Name
t rt
Ee et XOOK-XX-0001 Participant, Sample
(=) Report Elements to Drag and Drop *
= Table Elements XXX-XX-0001 Participant, Sample
i Horizontal Table XXX-XX-0002 | Participant, Sample
Vertical Table i
g Crosstab XOX-XX-0002 | Participant, Sample
& Form ) YOOK-XX-0003 Participant, Sample
=) Chart Elements L
% [lgl Bar Charts XXX-XX-0004 | Participant, Sample
# b2 Line Charts XXX-XX-0006 | Participant, Sample
i+ ™ Area Charts
= @ Pie Charts XXX-XX-0007 Participant, Sample
@ < Radar Charts YXOOX-XX-0012 Participant, Sample
= Cells v
< N > <
B x| & n.c = | =) Reportt
o
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The fourth icon will present the “Available Objects” section. This section will contain all of the data
objects that are currently available for the report. For information on how to add objects to a report,

please refer to the Modifying Existing Reports section of this manual.

"]
Arial -f2_]-1/B £ U A~ 2K -
N8~ T~I=EI= -~ X~ |- M-
& B 7 X |=[Plan Name] + " - * + [Plan Number]
e , Demonstration Plan - 820001
insert | &3 Merge | =& Variable ~
S (1] Available Objects A SSN Participant Name
! As Of Date YOX-XX-0001 | Participant, Sample
J Date of Birth
4 Fund Code XXX-XX-0001 Participant, Sample
¥ Fund id XXX-XX-0002 | Paricipant, Sample
! Fund Name 1
! Location (Div Sub) XOO(-XX-0002 Participant, Sample
7 Participant Name | XXX-XX-0002 | Participant, Sample
! Participant Status Code ]
4 Participant Status Descript XXX-XX-0004 Participant, Sample
! Plan Name YOX-XX-0006 | Participant, Sample
7 Plan Number
! SSN (Masked) XXX-XX-0007 Participant, Sample
“« Fund Balance YOOK-XX-0012 Participant, Sample
i_| Variables v
< e > < |
B oo @.x 2 | =) Reportt
_—

The fifth icon will access the “Document Structure and Filters” section. This section will display
the structure design of the template and will include any filters that have been added.

v |4 4«1 ]ne+
v -z 1-z SIA-12- K-
I T S o NI i AL S S e
s A 7 X [=[Pian Name] + - = + [Plan Number]
e Demonstration Plan - 820001
Fiter | > Remove Format
= 3] Participant Fund Balances SSN Participant Name
= (0] Query 1 XXX-XX-0001 | Participant, Sample
7 Awnp| Fund Balance JOO(-XX-0001 Participant, Sample
Greater than 0
- XXX-XX-0002 | Participant, Sample
= =] Report1 pant, s
[H] Page Header XOOA-XX-0002 Participant, Sample
= [E] Page Body 1 | x0xx-0003 | Participant, Sample
] Celt Participant Fund E_
[ Cek ="As of "+ [As O KAXA-XX-0004 Participant, Sample
= (5] Section Plan Number XXX-XX-0006 | Participant, Sample
] Cel: =[Plan Name]
g Crosstab: Block1 XXX-XX-0007 Participant, Sample
XXX-XX-0012 | Participant, Sample
< | >«
BHm = pr ) Reportt
—
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L Note: Input Controls functionality will be covered in the following section, Right-Click Functions.

The remaining icons Navigation Map, User Prompt Input, and Find were reviewed in the “read only”
standard reports section of this manual.

Right-Click Functions

The right-click mouse action offers many report modification features including formatting, sorting,
calculating, and setting objects as report sections when the output is in Modify mode (when you click
Edit). You have the option to highlight a specific column in the report and right-click to access a pop up
box that contains additional options. The pop-up box allows you to perform various functions with the

selected column.

L) Note: To highlight an entire column, click into the cell below the title of the column (not into the title

cell).

Set as saction
Insert
Format

Filter
B Add input control

Tum table to

Break
Sort

Calculation
Hyperink
Order
Align

Remove

Option

Description

Set as Section

Allows you to define a column as a report section.

Insert Allows you to insert rows or columns within the report results, (right-click to remove
insert)

Format Provides standard formatting options.

Filter Allows you to quickly filter report results based on criteria you’ve entered, (right-click

to remove the filter).

Add Input Control

Allows you to easily navigate and filter report results.

Turn Table To

Allows you to determine table view of report data (horizontal, vertical, crosstab, or
form) or to display the data output as a chart.

Break Allows you to make breaks on or at chosen data within the report.
Sort Allows you to sort data.
Calculation Allows you to perform calculations on report output such as count, sum, min, max.
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Option Description

Hyperlink Allows you to format output as a hyperlink which will open the application in a new
window and run the report.

Order Allows you to bring specific report output to front, back, forward or backward, for
example when both a table and chart are displayed.

Align Allows you to set page orientation such as layout, borders, and appearance.

Remove Allows you to remove rows, columns, or tables.

L) Note: Some of the options in the right-click pop-up box are also available in the toolbars.

Any right-click function may be undone by clicking the “undo” icon provided the change has not been
saved.

The following are illustrations of some more complex right-click functions.

Set As Section

Insert
Format

Filter
Add input control

Tum table to

Break
Sort

Caleulation
Hyperink
Crder
Align

Remove

To set a report result as a section in your report, simply right-click on the column and select Set as
Section.

08/27/14

Page 42




On-Demand Reporting

Notice the Plan Name in the before and after examples below.

Before (not set as section) After (set as section)

Report Title

Demonstration Plan 1 Savings Plan

Client Hame Plan Number Participant Count
) > The Demanstration Client 320001 18,925
Client Name Plan Name PlanNumber  |Participant Count

Report Title

The Demanstration Client — Demonstration Plan 1 Savings Plan 820001 18925 Demonstration Plan 2 Non Qualified
The Demonstration Clent  Demanstration Plan 2 Mon Qualified 820002 19
The Demonshation Client  Demonsiration Plan 3 Mon Qualiied Plan 820003 It U2 DEMERSIEIER Clien: | ERUIiE 19

Demonstration Plan 3 Non Qualified Plan

Client Name Plan Number Participant Count

The Demonstration Client 820003 48

%
To remove the report section, click on the Document Structure and Filters = icon in the right panel
report property pane. Then right-click on the section and select Remove Section.

Web Intelligence - All Beneficiaries in Plan

i Document » View » | [ 25 | 38 | © v L 41"94+ > M
[ 1-B 7z UA- & K| |-L-
. 8] - - . X B D

& Fe v XK

) t Struct d Filt
PEUMSNT StIUsture and Fiters HHH-KK-9998 OHO1 Sample Beneficiary
Filter )( Remove iE Forma o
— = HOA-KK-9808 2044 Sample Beneficiary
= JJ ﬁﬂ Beneficiaries in Plan
= (31 Query 1 | 820002 - Demonstration Plan
Ben firinn
Nam| f, Cut B0 | Location | Beneficiary Na
L
Dend —= “=oPY Ctri+C hg Sample Beneficiary
ArD In Lid 3™ Ctri+V
(-nEnlt sy Paste SEERT Sample Beneficiary
(EIS.;:DE bltes L i3 Sample Beneficiary
%) | £ Add input control e} Sample Beneficiary
=) _é_"'ERepurH Format » -
[@] Page Header 9 Sample Beneficiary
= (=] Page 2 = : >monstration Pl
LI Cll- Al B > Remove Section Del |- onslration an
=[5 UTTIe
[ Cell Fobetirh ik pa . Beneficiary Nal
— ) )
Wiz Tz B HANK-KK-DE13 2061 Serrie BarstrEm
HOK-KK-12T73 OHOA Sample Beneficiary
KA -HKK-1461 OHOA Sample Beneficiary
e | } HOOA-KK-1461 aHo1 Sample Beneficiary
<
B om =D .c 2 | =) Repori
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Format

Set as section

Insert ¥
Format D L4
Filter L4

B Agd mput control

Tum table to

Break L4
Sort k
Calculation L4
Hyperdink L
Order *
Align ¥
Remaove L4

Enable the formatting and function toolbars by clicking on the text/data you wish to edit.

Document List

Web Intelligence - All Beneficiaries in Plan

+ Document » View » B ,'T_:_' éﬁ «£ v FH (] @Ed\tﬂuery =Y Refrg
Adal [ )-[Br UulAL Sk L4 - EEsEc =2 HEY

I » - - - va%v "ﬁ_uv Ev

i ﬁ( v X ‘AH Beneficiaries On Plan

All Beneficiaries On R&

820001 - Demonstration P 1. User selected text

Participant ID Beneficiary Name Beneficiary SSN Beneficiary Type Beneficiary % |Beneficiary Relatlonshlp '

2. Formatting & Function
toolbars are now

HOO-XX-0001 0000 Sample Beneficiary HOO-XK-2307 Primary Spouse
HOH-XX-0001 2041 Sample Beneficiary HOHH-HK-8437 Primary 100 Spouse 12/
JOO-XX-0001 2056 Sample Beneficiary HOOK-HK-2581 Contingent 0 Son 12/

1. To format a column, click on any cell within the column (not the column title) to be modified. The
cells will become gray.
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Filter

2. Right-click on any gray cell. Select Format, then Cell.

Set as section

Inzert
Farmat el
g' S uick Fitter.. Alltable cells - o

1i7iz8 Turn table to... Tahle 1125
Uiz Swvap axis Section o
1202412 Break Report 0
41623 Sort g2 0
419534 Calculation 71 ]
473534 Remove 71 0
Bi11r29 TE 0
Qi1 Bran 75 ]
Qi5i33 72 1,892.39
12525134 71

3,904.2 -
4

2 |

Adjust accordingly and click Apply, and then OK.

Refer to the separate Filters section in this manual.

Set as section
Inser

Farmat

= add input control

Tum table to

Break
Sort

Caleulation
Hyperink
Order
Align

Remove
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Add Input Control

Set as section

Insert k
Format L
Filter :
Tum table to

Break b
Sort *
Calculation L
Hyperlink L
Order *
Align ]
Remove k

Input controls allow report developers to quickly create guided navigation controls which provide a
simple way to quickly navigate, filter, and otherwise personalize their views of report content. Generally,
input controls are similar to filters but provide additional user control.

1. To add an input control to an existing report, open the query in edit mode. This may be done either
by:

a) Right-clicking on the report title and selecting Modify in the report title pane, or

Document List

E i | Mew - Add - | Organize - | Actions -
=l Title *
B I_'I My Favorites B | all Beneficiaries in Pl
. 7 RDs Reports Yiew
- I public Folders w  Participant Counts by | Properties
rModify
w  Participant Counts by | Schedule
History
=1 v
Add 3

organize »

b) If the report is already open, by selecting the Edit button in the top right of the screen.
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DocumentList Heb

wieb Inteligence - Al Beneficiaries in Plan

¥ Document - View - [ 55 B9 ¢ om0 mor @mmm
jp—

All Beneficiaries On Plan

920001 - Demonstration Plan

ROEHEI00 2041 Sample Beneficiary
H0CH0001 056 Sample Beneficiary
ROE000T 0H01  Sample Beneficiary

N34T Primary
RN Primary
0000 Primary

100 Spousz 120041964
100 Spouse 051131972
100 Spouse 101241955

Once in Modify mode, right-click anywhere in the report results and select Add Input Control.

FREM-0004
- W-0005
Frp-Fr-0006
FRRM-0012
HAHR-0012
Frp-ra-0014
FREEFE-0015
A HR-0016
HAHR-0016
FHE-FE-0019
W00
HAAHR-0024
FRH-FE-0028
}-X-0029
W00

UL Set as section
e In=ert

opo1 Format

s Fitter

LLEL F="gpyms inpLt contral
0oog Turn table to...
oot Swap axis

2061 Break

2061 Sort

3081 Calculstion
J065 Hyperlink

OH01 Crler

J06E Alicn

2045 Remaowe

OH01 Sample Beneficiary

M- 2046
0000
FRR-FR-ATTY
HRRM-2220
A HR-B242
Frp-Fr-0000
FREFEAET YO
R HE-B5T
AT TRE
FRERET1 2
0000
A HR-2E90
FHH-FFE-A500
FOERM-0385
A HH-BATE

The Select Report Object dialogue box will open and you may select the report object on which you

want to set an input control.
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Select Report Ohject 4

Select the report object assigned to the input contral

7 ailable Chiects
Beneficiary %

Beneficiary Change Diyte
Beneficiary Date of Birt
Beneficiary MName
Beneficiary Relationship
Beneficiary S5 (Masked
Beneficiary Type
Country

Location (Div Suk)

Plan Mame

Flan Mumber
SSM (Masked)
State

[ Wariables

BeneType

[~ Fitter okhiects to current selection Arranged by Alphabetic order -

| = Prewviaus (ﬂ Mext = ]b Cancel |
N\ pd

3. Select the Control Type and the Control Properties. Control types include:

Control Type Directions for Use

Entry Field Enter the object value.

Combo Box Enter the object value or select from a list.

Radio Buttons Select an object value from those displayed via a radio buttons.

List Box Select the object value from a list.

Spinner Set a minimum and maximum object value and use the spinner to select the
increment you’d like displayed.

Sample Slider Set a minimum and maximum object value and use the slider to select the
increment you’d like displayed.

Check Box Filter report results depending on the object value selected in the checkbox.

List Box (multiple Select multiple object values from a list box.

values)

Double Slider Set a minimum and maximum for two object values and use the sliders to select the
increment you’d like displayed.

Calendar Select the date object value via a calendar.

Specific control types display according to the report type, meaning not all control types will be
available for every report. On Demand Reporting is intuitive to determine logical options for display.
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Choose Control Type x
Select and define the contral
= C —= =
— — —H Dg
— e —
Entry field Combio box Radio List box Spinner
buttons
X
agmpEgEE g e
Simple slider
J Notice scroll
b
bars.
Input control properties
Cortral type Zombo hax -
V1
Plame Location (Div Sub)
Description
Lizt of valuesz Fram report - l:l _I
-
= Previous | [ Mext = ] | Cancel |

4. After selecting the control type, set the control properties. The bottom section of the screen will
display the Input control properties. This section will contain the selected control type and the name
of the data object that you selected.

5. An Operator option should be selected from the drop-down list to determine how the data will be
filtered in the report when the input control is utilized. Click Next to move to the next screen once
the operator has been selected.

Input control properties

Control type Combo box d
Name Location (Div Sub)
De=cription B

Lizt of values From report - l:l 3
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Use restricted list of values Yes
Default values | | 5 |
O perator Equal to - ~:

| = Prewviocus K[ Mext = Dl

X

Select report elements to assign them to the input control

= 2] Participant Fund Balances
= (&) Reportt
[H] Page Header
L:J'l:]PageBody
= (5] [@) section Plan Number

B3 ] Crosstab: Block1

b
A
<previous (| Fosn ||} Cancel
e L

e ——

~

6. The Assign Reports Elements screen will now display. You can assign specific elements in the
report to the input control in this section if needed. Click Finish to establish the input control.
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Example

1. Alist box input control has been added for the Beneficiary Change Date object.

Choose Control Type =
Select and define the control

Single value

~] -
| — —
— (=
Entry field Combo box Fadio List ko Calendar
buttons

Multiple values vl
Input control properties
=]
List of walues From report - I:I

U=e restricted list of values I~ wes

Default values [71 22006 12:00.00 &M || | J
Operator Ecjual to - LI
| = Previous | [ Blext = ] | Cancel |

2. Aradio button input control has been added for Beneficiary Relationship.

Choose Control Type b4
Select and define the control

Single value

~]

—

1]
I

Entry field Combo box List box

Muktiple values

=l

Input control properties

Contral type Radio buttons -

Mame |Elenefic:iar\; Relationship

Description ‘

|
List of values From report - I:I ;I

= Previous | [ Mext = ] | Cancel |
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Results

Document List

web Intelligence - All Beneficiaries in Plan

Beneticiary Change Date

9512006 12:00:00 AM

Beneficiary Relationship
€ Al values

st

0 Charity

€ Church

% Daughter

% Documert - view - | ] T 3% @ [roose ]+ f1
[ J-IB ZUJA-|&- i-L E==|= = - |BIEIS
(9 | 7. - X By B
$ A X
Inpd Controls - Reportt
5 New | Mep | Reset | T 4 All Beneficiaries On Plan

820001 - Demonstration Plan

820002 - Demonstration Plan

820003 - Demonstration Plan

820013 - Demonstration Plan

Participant ID BeneficiaryName | Beneficiary SSN | Beneficiary Type | Beneficiary% _|Beneficiary Relationship | Beneficiary DoB _[Beneficiary Change Date:

HARRN-B3TT OH1 Bample Beneficiary 0000 Primary Daughter 11156/2003 0812006
AT 440 0D01 Sample Bereficiary Y00304-0000 Primary 100 Daughter 051271888 08/01/2006
HRA-RN-T409 QHo1 Sample Beneficiary AR 0000 Primary 100 Daughter 04/09r1983 001/2006

Participant ID Beneficiary Name | Beneficiary SSN | Beneficiary Type | Beneficiary % _[Beneficiary Relationship | Beneficiary DoB _|Beneficiary Change Date

Participant ID Beneficiary Name | Beneficiary SSN | Beneficiary Type | Beneficiary % _[Beneficiary Relationship | Beneficiary DoB _|Beneficiary Change Date

Participant 1D Benchiciary SSN | Benciciary Type | Beneficiary % _|Beneficiary Rolationship | Beneficiary DoB _Beneficiary Change Date

Input Controls - Report

[ =17 Map | Reset

+ +

Control window in the document properties pane.

Beneficiary Change Date

AM
M 552006 ‘12 DD [mInRFE
SMBF2006 12:00:00 A0
SM 72006 12:00:00 204
SM 82006 12:00:00 A0
SU2102006 12:00:00 204
SU2202006 12:00:00 A0
SU2302006 12:00:00 20
SU2452006 12:00:00 204
SU2802006 12:00:00 20
SU2902006 12:00:00 A0
SUS002006 12:00:00 A0
902006 12:00:00 2k
SUSE2006 12:00:00 Ak

Displayed report results in the right panel will automatically filter
according to your input control selection in the left panel.

Beneficiary Relationship
Al walues

Aunt

Charity

Church

p
.
.
.
-

+ Daughter

Le”

Deleting an Input Control:

k2 By m

B B

)Elﬁﬁﬁ

properties pane. Click on the X to “remove” the input control.

Once an Input Control has been added, it will appear in the Input

To delete an input control, either a) move your cursor to the right of the
object name located in the Input Control window of the document
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Input Controls - Reportt
B playy Map | Reset | +

Beneficiary Change ... 4 = x| 2

S 2006 120000 20

G 472006 12:00:00 Ak JI
GM52006 1 2:00:00 Ak

GMG2006 12:00:00 Ak

M 72006 12:00:00 Ak

M G2006 1 2:00:00 A

G121 72006 12:00:00 Ak

SI2202006 1 2:00:00 Ak

SI232006 12:00:00 A4

S124/72006 12:00:00 Ak

SI25/2006 1 2:00:00 Ak

2972006 12:00:00 24

SI30/2006 12:00:00 Ak

912006 12:00:00 Ak

95302006 12:00:00 Ak ;I

or, b) right-click anywhere on the input control and click on the X to “remove” the input control.

Imput Controls - Report
5 peve | Map | Reset | + 4

Beneficiary Change Date =

S0 22006 12:00:00 AR
S 452006 1 2:00:00 Abhd —
S S2006 12:00:00 Ahi

SMB2006 1 2:00:00 Abhd

S 72006 12:00:00 Ahi

SMS2006 1 2:00:00 Abhd

Sr21 2006 12:00:00 Ak

Sr2202006 1 2:00:00 Abhd

Sr2352006 12:00:00 Ak

Sr24r2006 1 2:00:00 Abhd

Sr28/2006 12:00:00 Ak

Sr2952006 1 2:00:00 b

Sr30/2006 1 2:00:00 Ah

82006 12:00:00 Ak

QrSF2006 12:00:00 Ak ;I

b

Beneficiary Relationship

= Al values M
& aunt

i~ Charity & Edit

0 Church ‘= Highlight 2
" Daughter Re=et

Mowe .3

> Remove
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Calculation
Set as section
Insert k
Format L4
Filter L4
B Agd mput control
Tum table to
Break L4
Sort k
-
Hyperlink L
Order *
Align ¥
Remaove L4

To perform a calculation on a report result, such as count or sum, right-click on the column and select
Calculation, then the calculation type.

Report Title

The Demonstration Client Demonstration Flan 1 Savings Plan 20001 Insert »
The Demonstration Client Demonstration Flan 2 Mon Qualified 820002 EOT b
The Demaonstration Client Demonstration Plan 3 Mon Qualified Flan 2 > sum F Guick Fiter...
T Count Turn tahble to...
X Average Swap axis
< Min Break »
= Max Sort »
wr,  Percentage / Calculation 3
| Remaove »

To get the total sum of the Participant Count column, select Sum.
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Report Title

Client Name Plan Number Participant Count

The Demaonstration Client Demaonstration Plan 1 Savings Plan 820001 19,9245
The Demonstration Client Demonstration Plan 2 Mon Qualified ax0002 14

The Damaonstration Client Dermaonstration Plan 3 Man Qualifiad Flan 20003 -

To count SSNs, highlight the column, right-click and select Calculation. Click Count.

Docurment List Help  Aboul
. Web Intelligence - Al Beneficiaries in Plan
v Decomant » Wiew » (gl S5 | 38 @ {56 e oesction 1+ b M (F EdaGuey O Rebesh Dain ¥ S
Aaal |- B r Inert v .- E [.' ™ - |: S
4] - =P E- M- X Fermat L]
o B v K [F1550 Marked]] | Faw v
1 ) I
Avamlable Obyects T2 dad inpt control [
5 Mege o v = | Al Bar  Temisthen n
= |1 Musinble Dijects
I Banebcary % B2000 Bras T
i Benedoary Changs Cabe 1 g N
: e F:'“’M" Caboalatien ¥ Bansficlary S5M | Beneficlary Type Benaficary % Benefic
1 Bl Rilitoniihy Hyparink ¥ 003002307 Frmary ]
: Banshcary i::ummm e q NIOBENT Primary L]
§ Gountry e §| 5 ln K- XK- 2581 Contngent 0
i Lecation (D Sub) A Max Y 3
o P e 5 4 KOO BT Prmary 100
1 Pin Mo mkm‘l_ 2058 5 O Contingent ] i
e 1060001 w56 Sl KA Contrngent 0
& | Vaeabisy OCE-0-0001 2056 Simple Genetc iy KK )X TR Commgent ]
= 1| Forrelss ' : X &
p - ou-"+ Pioa A00L-X00-0002 ol Sample Beneficiary X030 -0000 Contingent 0 i
OO0 L] Sample Beneficiary A0 000N Contingent o
-0 Q0 Sarnple Benehcary 0 - 0000 Primary 100
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Remove
In addition to the Undo icon located in the toolbar, right-click also includes a “remove” feature so you

have the option of removing an object after it may have been saved.

Insert

Filter

Sort

Crder

Align

Farmat

Break

Hyperink

Set as section

= Add input control

Tum table to

Caleulation L

To remove a column from a report, highlight the column, right-click and select Remove, then Column.

Plan Number |Participant Count

a2000 19291
g2000z2 1a
a20002 42
Set as zection
a200m aral
Inzert
a2001 494
goopt| O 11
87001 Quick Fitter ... 55
Turn table to...
a2001 az
Swvap axis
a2001 140
Break
150
a2001 Sort —
62002 Calculation Calumn
Remove Takle

08/27/14

Page 56



On-Demand Reporting

To add back an object that has been previously removed, drag the object over from available objects.
Let go of the object within the report (not in the heading) in between columns.

{ Fiter | Sot 83 %3 | =E Bresk

B r U

#0) Documert = View = Insert = | [J] | 34 Find | (¢ Undo (%)

100% =M1 _Jrm (%) Eot Query | F3 Refresh Data | 7,

B Duplicate =

Calculations = | Insed -
$v X |
3 Avadable Objects - ]
300801
l

- [Participant Status [Date Of Birth Current Value

S| Participart Caxt Name 00 30 1 6.121.25

71 Paricipant Status =

= Plan id 0o 04 l 0

0 current vahe 00 a1 1 3 Attained Age
g Variakles
% (g Formuas 00 1 0
0o k| 1]
oo oo ]
1] 04 1]
0o Yl o
00 o 1,892.39
0o 32 1 3,904.2
00 an 776.07
4 ¥ |
| Balances & Counts - 7012
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Editing Queries & Adding Fields

Additional data objects can be added to an already created report by clicking Edit Query in the upper

right corner of the report.

1. In Modify mode, select Edit Query.

Document List

Help | About

Web Intelligence - All Beneficiaries in Plan
~w Document » View « E g:_' #Ho9 m M+ L] L:Tj Edit Query | } Refresh Data =X Al
. . . . . .| B =T
& Fe v X
Available Objects
Insert wege 4 vaiiable - [|All Beneficiaries On Plan
(= || | Available Objects
| Beneficiary % 820001 - Demonstration Plan
" Beneficiary Change Date
: :ene:mary Eate il Participant ID Beneficiary Name Beneficiary SSN Beneficiary Type Beneficiary %
enenciary Name
Beneficiary Relationship HHXX-XX-0001 0000 Sample Beneficiary HKHXK-XX-2307 Primary
ey S (e XHH-XX-0001 2041 Sample Beneficiary XK-X00-8437 Primary 100 5
' Beneficiary Type
! Country KHKK-XX-0001 2056 Sample Beneficiary KHKK-XX-2581 Contingent 0
’ '};T”*I‘“D” (L) HHX-XX-0001 2056 Sample Beneficiary HHH-XK-4123 Primary 100 5
an Name
Plan Mumber XXK-XX-0001 2056 Sample Beneficiary XXX-XX-6366 Contingent 0 Dal
:IS':‘ Raated) XXK-XX-0001 2056 Sample Beneficiary XHK0(6424 Contingent 0
- ate
@ [; | Variables HXK-XX-0001 2058 Sample Beneficiary HXK-XX-7969 Contingent 0
B (k] Formulas XHX-KX-0002 OHO1  Sample Beneficiary XHX-KX-0000 Contingent 0 Da
=[Plan Mumber] + " -" + [Pla
HHXH-XX-0002 O0HO1 Sample Beneficiary HXH-K-0000 Contingent 0
nono aunt =) annn =] 100

This will bring you to the Query screen where the template was originally built. The “Results

Objects” section will contain the data objects that are already available in the template. The “Query

Filters” section will contain any filters that have already been added to the template.

2. Expand the query universe to display the objects.

Web Intelligence - All Beneficiaries in Plan
E - Lﬁ Add Query é_l View SQAL iE Query Properties

Universe

Result Objecb

|Enter yvour search pattern here

|3 -

[ =

+

7% Participant Daily

[>]
<]

<

FPlan Marme Location

Query Filters

| AND

Beneficiary Mame |s not Null -

Beneficiary % Greater than or Equal to
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3. Add the new object to be included in the query (either as a result object or filter/prompt) by using the
arrows or by double-clicking on the object, then select Run Query.

4.

= 7% Participant Daily

= == Client Plan Data
Client Name
Plan Number
Plan Narme
TPA Code

As Of Date

= |- Participant Data
SSN
SSH (Masked)

®

Employee Number
Participant First Name
Participant Last Name
Participant Name
Participant Balance
Total Outstanding Loan Balar

w Participant Count
| Participant Demographic Dat:

L

IManaged Account Start Date
Managed Account End Date
Proposal Mail Date

<

Document List Help = About
Web Intelligence - All Beneficiaries in Plan
E - L_J—j Add Query gg View SQL [B Query Properties e < Run Query x 5|
Universe /\Resul( Objects
Enter y h pattern |
| NMEr your search pattem here ‘éa / 2 'm ! Plan Name ! Location (Div Sub) ! SSN (Masked) ! State ' Country ' Beneficiary]

Query Filters

' Beneficiary Mame Is not Null »
| AND

' Beneficiary % Greater than or Equal to « l:l H

dil

& Alert: Notice that when you run the query, the plan number does not display in the report

results.

After the report runs, insert the new object from Available Objects directly into the report. Drop the

object between output cells (not column headers) when you see the vertical blue line.

&

| [ new ~

{ Fiter | Sont A8 8

EBreak

‘@ Documert = “iew + Inser - E 4 Fing l.'_c__i} Undo '.'E_r_',‘-

Calculations -

100% -

) »

nov | A~ - 3.

Inzert = | 5§ Duplicate ~

B X |

Edit Guery S Refresh D

Avwailable Objects

(=] [gig] Awsilable Objects
71 Attained Age
71 Date Of Birth
7 Location
1 Participart I
71 Participant Last Name

300601

Participant Id Participant Status |Date Of Birth Attained Age Current Value
30

001222053

1711928

76

<1 Participant Status 001281628 04 8r81929 76 ]

) HEml 002123766 31 1212411925 &0 ]
Current alue

P A AN 48017 M AiRM Q73 a7 n

6,121.25
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5. In order to have the newly added object display in the report results, select Available Objects from
the left panel.

Avalable Objects -

S@avelste oo |

] Attained Age
1 Date Of Birth
71 Location
7] Participant ki
71 Participant Last N
7] Participant Status
1 Plan i
Current Value

P F il s
=

6. All the objects available in the query will appear. Select the newly added object and drop it into the
report output window. Use the blue rectangular bar to highlight where you want to display the new
object.

Now the newly added object will appear in the report results. If it does not appear you may need to
3
click the refresh data icon | ~# FefreshData ot e top of the screen.

Tip - Want to Confirm the Data behind the Report Object?
With On Demand Reporting it's easy. Simply hold your cursor over the object in the left panel. A
message box providing descriptive object information will display.

In the example below, the user has run a query from their personal folder, then placed the cursor on the
available object “country.”
Available Objects
Insert Merge i Variable - A“ BEHEfiCiﬂries 0
=) [ | Available Ohjects
Beneficiary % 820001 - Demonstrat
Beneficiary Change Date
Beneficiary Date of Birth Locat
Beneficiary Name — -
Beneficiary Relationship KKA-KA-BITT OHQ
Beneficiary SSM {Masked) NNHKK-T440 0D(
Beneficiary Type
—— Country HOH-HH-T489 0OHO
E' Db Ol
Based On: 1
Plan [1ype: Toxt - Demohstrat
Plan |Description: {PHE&E} Country - This field contains the
foreign country portion of a participant address.
P . D Locai
State
+/ || | Variables
= | Formulas
=[Plan Number] + " - " + [Plan Mar | 820003 - Demonstrat
Participant |ID !g
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In the example below, the user has chosen to edit the query and has then placed the cursor on the
object SSN.

= 7.« Participant Daily ha | < |

= | Client Plan Data
Client ID

Client Mame

Flan Mumber

Plan Mame

TPA Code

Managed Account Start Date

Managed Account End Date L 2 ] B
Proposal Mail Date | < ] AND B
As Of Date o

=] Participant Data

SSM

Query Filters

Be

Noclenelt
Ermplo| Obiect: SSN
Partici| Type: Text
Partici| Based on: Participant Daily

Partici| Description: {FH008} Sccial Security Mumber
Partici

Total ¢ Technical Information: /

Partici| Mapping:
Pamie
< 3 |

Lineage:

5

L1 Note: If you want to confirm the data behind objects in a Standard Report, simply copy and paste
the report to a folder to which you have write access (My Favorites or Client folders within
Public Folders). This will allow you to place the report in Modify mode, by clicking Edit, and
display object descriptions by following the steps in the above examples, or by clicking the
Data Summary icon.
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Data Surnmary
“H Print

= Data source
= Query 1
Univerzse:
Lazt execution
firne:
ME of rows:

= Objects
= Query 1
Az Of Date

Location
(Div Sub)

Participant
Firzt Name

Participant
La=st Name

Participant
Statuz
Code

Participant
Status
Dezcription

Plan Mame

Participant Daiby
44 =

88004

Date Plan information waz
downloaded

{PHZ44} Location - Thiz field
containg the
Divizion/Subzidiary (location)
zent in by the client.

{PHS12} Participant Firzt
Name

{PHS14} Participant Lagt
Name

Omni Participant Status Code
{PHO21}

Participant Status {PHO21} -
00,01 Active; 02 Rehire; 03
Ingligible for Participation; 04
Eligitle but not Participating;
05 Eligikle for QWVEC Contribzs
Onby; 06 Break in S more...

{PLS02Z & PLS0E} - Thiz field
containz the firzt line of the
plan name which iz printed
on selected reports. This field
containg the second line of
the plan name which i
MOre. ..

[

E)E = 2 @ or 24

—
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Filters

Filters are available by adding objects to the query filter window when developing or editing a query. To
filter on a specific object, add the object to the Query Filters box, either by dragging and releasing or

using the | » [pox.

E - @ Add Query gﬁ View SQL @ Query Properties “> Run Query X

Universe Result Objects

|Emer Your search pattern here |% - m ! Plan Name | Plan Mumber
] 7\ Participant Daily <

= = Client Plan Data
I Client ID
I Client Name
;
| Plan Mame
| TPA Code

Query Filters

| Managed Account Start Date
| Managed Account End Date 2 .
! Prapesal Mail Date
| As Of Date
| Participant Data
.| Defined Contributions
| Defined Benefit

[

@ Display by objects

(O Display by hierarchies

Basic Filter Steps

1. Select an operator from the drop-down list.

2. Provide a value if necessary.

w

Update Prompt properties if necessary.

4. Define a filter type.

Inlist s |Enter value(s) for Plan Nu 1

A A
1 2

oo_’f@
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Available Operators:

Equal to
Mot Equal to
Greater than
Greater than or Equal to
Less than
Less than or Equal to
Between
Mot Between
IT In List
Mot In List
Is Mull
Is not Mull
Matches pattern
Different fram pattern
Boath

Except

Prompt Properties:

Prompt Properties X

Prompt text: ‘Emer value(s) far Plan Number:

Prompt with List of Values [ Select only from list

Keep last value(s) selected [ Optional prompt

[ Set default value(s)

(2} Mare Infarmation

Select prompt properties here to define how prompts appear when the query is run or results are refreshed

oK l[ Cancel J
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Filter Types:

Constant
Walue(s) from list
IT Prompt
Object from this query
Result from another query
Result from another query (Any)

Result from another query (All)

The filter will update and you can run the query.

Web Intelligence - All Beneficiaries in Plan

E - @ Add Query & View SQL E Query Properties %5 Run Query X 7:
Universe Result Objects T
Enter yi h pattern hi -
‘ Mer your search patiern here |éﬁ m ' Plan Name ! Location (Div Sub) ! 88N (Masked) | State | ! Country ' Beneficiary N
& 7\ Participant Daily — |
< >

Query Filters

' Beneficiary Name Is not Null »
| AND |

o a o L, (O

4l

(& Display by objects

Report results have been filtered to include only records where Beneficiary Name is provided and the
Beneficiary % is 0 or more.

All Beneficiaries On Plan

820001 - Demonstration Plan

.

Bensficiary %
FHH-KH-0001 0000 Sample Beneficiary HOO-XX-2307 Frimary 0
JOO-X-0001 2041 Sample Beneficiary HOOXH-8437 Primary 100
FHH-KH-0001 2056 Sample Beneficiary HOOK-XX-2581 Contingent 0
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Detailed Filter Steps

To create the filter, choose an operator option from the drop down list. This will determine which items
will be filtered into the report based on the object selected. For example, if “Greater than” is selected,
the report will include only items that are greater than the value selected for the object.

Resuilt Objects / Equalto
[z Mot Equal to P
| SSH (Masked Iv Greater than s
< =)
: Greater than or Equal to 'Tw
Less than ’j@ﬁ
Less than or Equal to o
Between
QUCW Filters Not Between
[ > 1 In List |
J - 1,:—=1- L J
[—‘( Not In List \ance E? S "
. s Nul =
Is not Null /T@j
Both :
Except

Next, you will need to define the filter type by clicking the far-right icon to open the dialogue box.

e |f Constant is selected, you will need to input a constant value for the filter. This specific value will
always be incorporated into the filter when the report is run.

e |f Prompt is selected, the value for the filter is not pre-defined. When you attempt to run the report,
you will be prompted first to provide the value for the filter.

For example, “Participant Balance” is the object selected for the filter and “Greater than” is the operator.
If Constant is selected, you will need to include the constant value for the filter.

If Prompt is selected, any individual running the report in the future will be asked to provide the value
for the participant balance each time the report is run. Only balances greater than the value chosen will
appear in the report.

" Barticipant Balance Greaterthan = | o- o oo r?d

WValue(s) from kst

Prompt
Object from this query

Result from another query (Any)
\ Result from another query (All}

‘\"*--___-—'/
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If Constant is selected, you will need to input the permanent value for the filter in the Type a constant
field.

In the example below, the user selected “0” for the constant value. This will establish a permanent filter
that will only incorporate participant balances that are greater than “0” into the report when it is run in
the future.

Additional filters can be added simply by moving additional data objects into the “Query Filters” section.
In the example below, “Location (Div/Sub)” has been added to the section and will be used to create an
additional filter.

Query Filters

>
| Participant Balance Greaterthan » [0 | ¢

AND
m Enter value(z) for Locatiol @ IEI

*
Al

]3]

Another option from the “filter type” dialogue box is Value(s) from list.

F Constant

(¢ Value(s) from kst
Promgt

by ‘_.-ca.-_ this guery

luery Filters sl

Result from another guery

! Participant Balance Greaterthan » [0 Result from anather query (Any
mm'!_}::: a constant Resul from another query (AN

AND

If this option is selected, you will be presented with another dialogue box that contains all of the current
values for the data object. You will need to select one of the values and move it into the field on the right
by double clicking or using the “>” button.
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[Type vales here

“Location (Div Sub)
1026
0190 Location (Div Sub) Equal to

3081
2051 = I

3065
6600
3071
arch 14, 2012 1:52:25 PM GMT-04:00

r search pattern here

<

@ More Information

Select or enter the the values that you want to show on the selected table or cel

In the example below, “1026” was moved into the field on the right. The user could then select OK to
establish a constant filter which would only include entries that have a Location (Div/Sub) equal to 1026

when the report is run.

Location (Div Sub)

1180 Location (Div Sub) Equal to

3071 el
March 14, 2012 1:52:25 PM GMT-04:00

|Enter your search pattern here |% -

@ More Information

Select or enter the the values that you want to show on the selected table or cell.

=

Once the result objects have been added and the filters have been created if necessary, select Run
Query to generate the report.
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I Note: Queries will time out after running for 10 minutes. Filters can be added to specify the data
and cut down on the run time if necessary.

ah = oS- N— 4 T .
[ - | (1) AddQuery | @ View SQL | B} Query Properties @;‘:m-
Universe Result Objects
[Enter your search pattern here 14 - E: — ] — == - = :B
1 TPA Code - <) (2]
J Managed Account Start Dab ’T]
# Managed Account End Date m
# Proposal Mad Date <
/ As OfDate
= & Participant Data
§ SSH (Masked) Query Filters

we Partscipant Count

<

(® Display by objects
O Display by hierarchies

J Total Outstanding Loan Bala

= = Particpant Demographic Dat

(2]

Quick Filters

Quick filters are available if you simply want to filter your report output rather than build a filter into a

query design. Quick filters may be utilized in any report.

1.

Click on the Show/Hide Report Filter icon to open the Filter toolbar.

es

53

| & Refreshatn | [ | 85 | O

<m

06060237 Participant, Sample

WOtHE1964  Participant, Sample
X06X-8728  Participant, Sample
HOL0EBTTE | Patticipant, Sample

}00061964  Participant, Sample
}0:048728  Participant, Sample
X0X-BTTE  Participant, Sample
006049998 Participant, Sample

Missing Addresses

Demonstration Plan - 820001

| ssu | particontbame | Stauws | Aderesstinet |__ciy | zpcode |

32- Term Payment Deferred
31 - Term Paid Out

Address Line 1 99999

Address Line 1 53704
31-Term Paid Out Address Line 1 -

31 - Term Paid Out Address Line 1

Demonstration Plan -820013

| ssu | partichontbams | staws | aduressiinet |__ciy | zncose |

31 - Term Paid Out Address Line 1 53704

31 - Term Paid Out Address Line 1
31 - Term Paid out Address Line 1

30- Term Awailing Payment | Address Line 1

A list of data types available for filtering will open.

B Click icon to add

zimple repott fiters

ClertPlanData > »|  Plan Mumber B
Participant Data 4 Flan Mame

Participant Demographic Data 4

Cthers 3
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2. Select your data type from the list to utilize as a filter. Once an object is selected as a filter, the data
will automatically be resorted based on the object. In the below example, the report results were

filtered on a specific SSN.

T [rx-nxaT e B3|

Missing Addresses

Demonstration Plan - 820001

|___ssv | particpaniName | Staws | Addressine1 iy | 7ZipCode

Mo WE-8T 28 Farticipant, Sample 31 - Term Paid Out Address Line 1

Demonstration Plan - 820013

|___ssn___| ParticipantName |__ Status ___ Addressiine1 | Ciy | 7ZpCode

WO H-B7 28 Farticipant, Sample 31 - Term Paid Qut Address Line 1

3. To remove the quick filter, click Remove from the filter drop-down. Report results will refresh to their
original view.

W |HHH-xH-eT 28 x|
Z=M (Mazked) (Al walues)
MHH-HX-0237

HHH-HH-1964

MHM-HX-B728

HOLHHBTTE
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Custom Reports

Creating a Custom Report

Need more data? On Demand Reporting allows both internal and external users the ability to create
their own reports. Here’s how...

Select your “Universe”

1. From the document list, go to New and select Web Intelligence Document.

Prrperteg B = @O0 v P dafetyr Tof
Document List Help  About
P T | New|~| Add - | Organize = | Actions - Search title = [ 18| W 4 [L_Jof1 »

= M - FQ. Inbeligence Dotument
B s My F Folder

B 7 public Folders Public Folders

2. Determine which Universe you want to create report from.

3 Reporting - Microsoft Internet Explorer provided by CitiStreet ID

| Fle Edt Vew Favordtes Took  Help

Q- O - ] (2] (] Dswn Sormenm 0]

!w I.EJ hitps: fibusinessobjects corp.citistreet ong/businessobjectsfenterprise § 15/ deskboplaunchyInfoiiew/mainjmain, dofobjld=-2

Ll 5 Falder
TEWR-UnversesiSummaries

Client and Plan Summaries

TEWR-UniversesiContact

0O

&l

#@] Contact

@& Dashhoards IEWR-UniversesiDashboards

é} Fros dLransactions JEWR-UniversesiFront End

- Participant EWR-UniversesiParicipant

; Farticipant Daily TEWR-UnhversesiParticipant
Fi_DC_DETAIL TFI_Universes
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Custom Reports & Universes

The “Universes” made available to an On Demand Reporting user is dependent on specific business
needs and application design. Some universes listed here may only be available to our internal Central
Reporting Team (CRT) for the purpose of creating standard reports.

Before creating a custom report, you will need to be familiar with the existing universe structure. A
Universe is made up of tables of data that are linked together logically and compatibly. The data from
reports is pulled from a universe.

Participant Universe

Used to develop queries on Participant level data as of prior month end.
Transaction history (Accruals, Contributions, Disbursements, etc.) — 4 Months of data

e Fund and Source level data (Current Value, Earnings, Shares, etc.) — downloaded monthly
e Demographic information (Address, Status, Age, etc.) — downloaded monthly
e Elections, Loans, STD — downloaded monthly

e Additionally some Client, Plan, & Fund data — downloaded monthly

L Note: monthly data is made available on the 5" day of each month.

Participant Daily Universe

Used to develop queries on daily Participant level data. Information is as of previous day.
e Demographic information (Address, Status, Age, etc.) — downloaded daily
e Participant Election Data — downloaded daily

e Participant Beneficiary Data — downloaded daily
If you manage Defined Contribution plans, the following are available for reporting:

e Participant Source Balance/Contribution Data — downloaded daily
e Participant Fund Balance — downloaded daily

e Participant Loan Information — downloaded daily
If you manage Defined Benefit plans, the following are available for reporting:

e Participant Attributes — downloaded daily

e Participant Balances — downloaded daily

e Participant Services — downloaded daily

e Participant Salary — downloaded daily

e Participant Employment — downloaded daily

e Participant Compensations — downloaded Weekly
e Participant Calculation Results — downloaded daily
e Participant Entitlements — downloaded daily

e Participant Prior Benefits — downloaded daily
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Contact Universe
Used to develop queries on client-level trending data.

e CMS Summary date (Call Stats: Abandoned Calls, Average Speed, etc.) — monthly (25 months),
daily (25 months), and half-hour intervals (4 months)

e Contact Stats (Advice Calls Abandoned, IVR Calls Answered, PSR Call Offered, etc.) — 25 months
of data

e monthly Web Page Visits overall, by hour, by day, & by browser — 25 months of data

e SSO Stats (PIN Changes, Users Paper Delivery Elected, etc.) — 25 months of data
Client and Plan Summaries Universe (Historical)

Used to develop queries on Client & Plan level trending data.

e Participant Status Trending (Active Contributing Count, Participants with a balance — Total Balance,
Terminated with a balance Count, etc.) — 25 months of data.

e Record Keeping System Transaction Trending (Total Enrolled, Count of Loan Issues, etc.) — 25
months of data.

e OLTP Transaction Trending (IVR Loan Issues Count, PSR Document Requested Count, Web
Dividend Election Change Count, etc.) — 25 months of data.

e Funds History (Contributions, Loan Issues, etc...
L Note: Data is calculated since plan inception — 25 months of data.

Front-End Transactions Universe (Historical)
Used to develop queries on Front-End/OLTP transactions — 25 months of data.

Dashboard Universe

This universe includes objects used to create the dashboard report. You can choose objects from this
universe, however, these objects are available in the other universes as well.

PI DC Detail Universe

Primarily used by the Central Reporting Team in developing custom Power Image reports. Managers
must have permissions set to access this universe.
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Create your Custom Report

1. Click on the universe title.

VOYA.

@ QNew -5

| Uik 5 = | Folder

b
&l  Client and Plan Summaries FEWR-UniversesiSummaries
ﬂ Contact TEWR-UniversesiContact
d] Dashboards EWR-Universes/Dashboards
@1  Front End Transactions EWR-Universes/Front End
@&l  Participant IEWR-Universes/Participant
&)  Participant Daily FEWR-UniversesiParticipant
@l PILDC_DETAL < PI_Universes

]

2. Available objects are listed in the left panel. Click on the * to expand the universe and access
available objects.

Universe

|Enter your search pattern here | % -

# 7% Participant Daily

3. Folders containing objects will appear. There are multiple folders organized by object type.

Universe

Enter your search pattern here |% -

Participant Daily

| | Client Plan Data

| | Participant Data

| | Defined Contributions
| | Defined Benefit

i

CRCECEE
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4. Click on the * to expand the folder and view objects.

Universe

Enter your search pattern here | L—}E -

= 7. Participant Daily
* Client Plan Data
= | Padict E
SSH
SSM (Masked)
Employes Mumber

Farticipant First Mame

Farticipant Last Mame
Participant MName
Farticipant Balance
Tatal Outstanding Loal
v Participant Count
Participant D graphic Data
Participant Beneficiaries
Participant Elections
+ Defined Contributions
+ Defined Benefit

Balance

-2

5. Include the objects that you want in your report by either

e Highlighting the object and clicking on the © #  box,
e Double clicking the object,
e Ordragging and dropping the object over to the result objects window.

When objects are added to a new report, they will automatically create columns in the report based
on the order they are added to “Result Objects.”

Remove objects by clicking on the| < | box or dragging and dropping.

| Tip: Not exactly sure of the data behind an object? No worries, simply hold your cursor over
an object in the left panel. A message box containing descriptive information will display.
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= [ Participant
» 1 s8N

Ry

Data

= |

Amemlemelt

Empla
Partici
FPartici
Partici
Partici
Total
Fartici

Object: SSHM

Type: Text

Based on: Participant Daily
Description: {PHO03} Social Security Mumber

Technical Information:
Mapping:
Lineage:

N

]

~N

Object Symbols 7

The dimension symbol T indicates an actual field. The measure symbol " indicates numerical data
that is the result of calculations dependent on the other fields that exist in the report.

[0 A acuory | o8} viow sl 7L Gaiery Propersins

Undeerno
Cumpiay by objects

Posul (dbjecls

E o Porticipant Caty
gl Cherd PlanDiata
T Chant Haers
7 Plan Numest
T Pl N
T Pl Typs
3 As 1 bale
[ g Paviapant Dala
=) ) D e Coniribations
) Deined Bereit

P 3
P
Ly
T, ST eI DRELE B D0CTE D0 TAS UNArss Sdne dod ddd Dbt hive by cHhing the aeraw L
eaiilatrege. Sideal Filar bo spen iy Hhe vplos s pou waend relirmdd i ramarty o Selaef Prosesd b defiee & _-‘_‘@ ¥
3 EEEE LD e vl bhirchoizs,. 0 G ¥
oy e pedch vl of B P
w o

Mo DUl sade e

In the results shown below, participant count is dependent on the other objects that were included in the
query, in this case client name and plan name.
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ew Document

pC Remove -

ﬂ Document  “iew - Inzert - H Save

I Fiter |Sort 4] %] | =2 Break
Z r =]

E Calculstions -

8 Find | @ Unde & Redo [Zoom [100% |-

MY Insert +

i
- - #

&5 Duplicate -

5 |

/N Slerters

@ Ecdlit Guery S

R

i Avaisble.. -

Remove

=[] Available Obje

1 Clierit Mame

71 Plan Matme

57 Participart
Wariables

Report Title

IClient Name Paﬂil:ipant Count

Demonstration Client

Demanstration Plan

39509

1. The output at Participant Count changes when the query is edited to add Plan Number. To edit the
query click on the Edit Query button

pC Remove -

5

ew Document
ij Document » “iew = Insert - E Save

I Fiter |Sort 4] %] | =2 Break
Z r =]

E Calculstions -

84 Find | @ Undo - Redo [Zoom [100% |-

.| A

MY nsert -+ | B Duplicats -

i
- #

/N Slerters

@ Ecdlit Guery

&

R

i Avaisble.. -

Remove

Wariables

=[] Available Obje
1 Clierit Mame
71 Plan Matme
57 Participant

Demonstration Client

Report Title

IClient Name Paﬂil:ipant Count

Demanstration Plan

39509

2. Add the plan number and run the query. A vertical blue bar will highlight where the field will be
added. In the illustration that follows, the blue rectangular bar indicates that plan number will be
placed between plan name and participant count.
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New Document

@ Add a Query s& Yiew SCL @ Query Properties

+ 0
S Run Query [

Universe

Dizplay by ohjects

=1 ¢47 Participant Daily

[=)ga] Client Plan Data

7 Cliert Mame

71 Plan Mame

71 Plan Type

T As Of Date
Participant Data
Defined Contributions
Defined Benefit

Result Ohjects

2N\

71 Client Mam... 71 Plan Mame '

Participan...

71 Plan Mumber

E
U
E

Query Filters

To filter the guery, select predefined fifters or objects on the Universe pane and add therm here by clicking the arow [
or wsing drag-ancidrop. Select Fifter to specify the vales you want retirned to reports or selfect Prompt to define a [
message s Nsers cah sefect valnes of thelr cholce.

r

Mo object selected

3. Run the query.

@ Add a Guery s& “iew SGL @ Guery Properties

S Run Guery Cancel

Universe

Dizplay by objects

B&l Participant Daily
(=)&) Cliert Plan Data

1 Cliert Mame
1 Plan Mumber
71 Plan Mame
=1 Plan Type
T Az Of Date

(=] Participant Data

i ]

=1 SN (Mazked)

1 Employes Mumber

71 Participant First Mame

71 Participant Last Mame

71 Participant Mame

71 Participant Balance

1 Total Outstanding Loan Balance

Participant Demographic Data
atticipart Beneficiaties
Participant Elections

(&) Defined Contritutions
(&) Defined Benefit

Result Objects

71 Client Mam...

1 Plan Name

1 Plan Mumbe...

o Participan...

[e]
(2]

Query Filters

Tafiiter the guery, select predelined fiters or objects on the Universe pane and add ther here by clicking the arrow l:l
aoF Wsing drag-anctdrop, Select Fliter to specify the values you want returned to reports or select Prompt to define 2 l:l

)

Fessane 50 0sers can select valnes of thely cholce.

No object selected

Query results:

Report Tithe

2 Man Hame P tacipand Conl

Demonsirabon Clienl  Desmonstralion Plan s
=
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Recall - In order to have the newly added object display in the report results, select Available

Objects from the left panel.

Available Objects

Insert Merge | 4" Variable -"7
= [p_| Awailable Ohjects (

Client Mame

Plan Mame

| Variahles

5. All the objects available in the query will appear. Select the plan number and drop it into the report

output window. Use the blue rectangular bar to highlight where you want to display the new object.

Document List

A | S

B
=T o

i v X |

Help | A
Web Intelligence - New Web Intelligence Document
w Document » View « m 'Z.. #} 9 100% - P’1 I:ﬂ Edit Query | ' Refresh Data %

Available Objects

Insel Merge L WVariable

/_/ | Available Objects
Client Name

Pl e Report Title
| Variables
Chent Name __Pian Name |
Demonstration ClllDemonstraUun Plan
/ Plan Number
“

Now the newly added field will appear. If it does not appear you may need to click the refresh data

_ >
icon | ~# REEshDEta o 1o top of the screen.
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Report results:

Mew Document

3] Document - View - Insert » | (2] Save | 38 Find

£} Undo

P

.

Redo | Zoom -

*

[ Edit Query | 3 Refh

Demonstration Client
Demanstration Client
Demonstration Client
Demaonstration Client
Demanstration Client
Demonstration Client
Dematstration Client
Demonstration Client
Demanstration Client
Demonstration Client

Demaonstration Client

Demonstration Plan
Demaonstration Plan
Demonstration Plan
Demaonstration Plan
Demanstration Plan
Demonstration Plan
Dermanstration Plan
Demonstration Plan
Demaonstration Plan
Demonstration Plan

Demaonstration Plan

220001
820002
820003
220013
820014
220015
820016
220017
a20018
220019
820020

Remove - Filter Break Calculations - Insert - Alerters
&i
[ Available Chjects
Remove Aded
=[] Available Ohbjects
71 Cliert Name .
1 Plan Name Report Title
Plan Mumber
Participant Court " -
Pariian o Client Name PlanName  |PlanNumber [Participant Count
) Yariakles

19291
18

42
18743
494

55
52
140
160
493

Notice how the participant
count changed now that plan
number was added to the
query/report.
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Creating Charts

Creating a Chart from a Report

Report data can be set to display as a chart or graph when the document is in Edit mode.

1. Create the report and run a query.

Document List

Web Intelligence - Participant Counts by Plan

w Document ~ View = B ,‘A'_.:_' 3l 9 v f’1
. . - . . . = . | | -
& A v X
Awailable Objects
et el VEE # of Participants per Plan
= | Available Objects
! Plan Mumber
«u Participant Count
|ETEEES 320001 19291
820002 18
820003 42
820013 18753
il 820014 494
4 8z0015 1
[l 820016 55
820017 52
820018 140
820019 160
820020 493

2. Select the Chart and Table Types icon m' from the left panel.

Web Intelligence - Participant Counts by Plan
e Document « view ~ | [ 5 33 | © = n
-C_1-® 7z B A-l2-IH| -&-
- -l 7~ M| X+ | T v | @~ P~
& e v X
Chart and Table Types
Insert A—F
# of Participants per Plan
These elements are available fo drop into your
report
= Report Elements to Drag and Drop b | Plan Number
= Table Elements S20001 19291
B Horizontal Table
= Vertical Table 820002 18
(= Sy 820003 42
s Form
= Chart Elements 820013 18753
= [l Bar Charts N sz0014 494
[# |24+ Line Charts
[ Area Charts ¢ e20015 11
= & Pie Charts H 820018 55
@ Pie
3 Doughnut 820017 a2
S 5D Pie 820018 140
& 3D Doughnut L3
(= <1+ Radar Charts 820019 150
%+ Radar Line 820020 493
‘# Radar Stacked Area
:'-"«: Polar
[y Scatter
E 3:1(@ = 3'! Q’Ebftrl[ﬁ | %]Reporﬂ
\ y A e
A
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3. Determine the chart type appropriate for the data. Click on the chosen chart object, hold it, and drag
it over to the report.

Chart and Table Types

Insert

These elements are available fo drop intfo your
report
= Report Elements to Drag and Drop
=) Table Elements
B Horizontal Table
™ Vertical Table
‘- Crosstab
B | Form
=) Chart Elements
@ [l Bar Charts
[5¢% Line Charts
! Area Charts
jeCharts

It

[ 4+

& 3D Pie

0 3D Doughnut __
- Radar Charts

& Radar Line

1’- Radar Stacked Area

355 Polar

[, Scatter

Cells

—h L s

E:ﬁlﬁ“é‘r j’Elﬂéﬁ

4. Drop the chart object in the report panel.

Web Intelligence - Participant Counts by Plan
“# Document » View » E -":—_j ﬂﬁ 9

[E Edit Query

Z- I

adl

(s - - . v | X

& e X

Chart and Table Types

Insert

These elements are available to drop info your
report
= Report Elements to Drag and Drop
= Table Elements
¥  Horizontal Table

™ Vertical Table Parli:ipam [o£.11T, 4

|>

# of Participants per Plan

Ci tab
er:’ : 820001 19291
]
= Chart Elements 820002 18 NE:;'EI,
e [l Sar Charts 820003 4
%[5 Line Charts m 520001
+/ M Area Charts 820013 18753 o 820002
=@ E‘.‘E ;:m 820014 494 | 820003
B 820013
2§J[njupgrhnm i 820015 11 = 820014
e
@ 3D Doughnut 820016 55 0 80015
=+ Radar Charts 820017 52 . 820016
4 Radar Line Partici @ 820017
icipant Count
‘# Radar Stacked Area 820018 140 P m 820018
i Polar 620019 160 \d
. [ Seatter = 820020 193
< | B <
V3! 3\‘3@ =3 BLE A Reporti
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5. To modify the chart, right-click on the chart, select Format and then select Chart.

& Cut Ctrl+X

|5 Copy Ctrl+C

i Paste Ctrl+V
Format » Chart
Filter » Report

E2 Define as input control

3 Turn chart to..
Swap axis
Sort »
Order »
Align »

Remaove Chart Del
W SZUUTH

O 820015
m 820016
B 820017

m 820018
¥

Participant Count

6. Update the fields to be adjusted and select OK.

Format Chart p.o

| | | | Pivot |

Ayailable Objects
& || | Available Ohbjects > O Y-Axis

| Variahles

() More Infarmation

Modify the relationship between data and chart axes

[ Ok 1 [ Cancel ] [ Apply J

L) Note: To see the report in a different format, drag the table or chart type over to the right panel

and let go. Or, right-click on the table or chart type object.
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Report Actions & Scheduling

Report Actions

You can access the same options available in the Actions drop-down menu by right-clicking on a report
title which will bring up a pop up box with these selections:

Document List

=

= Al

New -

= [55) My Favorites

- |

o RDs Reports
Public Folders

Add ~ | Organize - Actions - Search title
Title ©
| All Beneficiaries in Plan
RD's WVersion
| Participant Counts by Div Sub

Participant Counts by Plan,
View
Properties
Modify
Schedule
History

Mevy
Add

Organize

Option Description

View Used to view the current version of the report in a “read only” format.

Properties Used to view and change details about the report (e.g. name, description, etc.).

Modify This will open the report in an edit mode and will allow you to perform modifications to the
report design.

Schedule Used to schedule a report to run automatically at designated intervals (e.g. weekly,
monthly, etc.) and then store within History for future viewing.

History Used to view all historical versions of the report after it has been scheduled and run.

New Used to create a new web document (report) or folder.

Add Used by the Central Reporting Team only (not for general use).

Organize Allows you to cut, copy, create shortcut, and delete reports.

08/27/14

Page 84




On-Demand Reporting

Scheduling a Report

Scheduling a report allows you to run it automatically at specified times. When a scheduled report runs
successfully, an instance is created. An instance is a version of the report that contains data from the
time that the report was run. You can see a list of instances by looking at an report's history, and you

can view any of the instances.

1. To schedule a report to run automatically either a) right-click on the report title and select Schedule

OR
’7; ' New - Add - Organize ~ Actions « Search title
= Al Title *
|='| My Favorites All Beneficiaries in Plan
| “[" RDs Reports RD's VISR
® [ public Folders ¥ Partidl  properties  [Sub
Modify
¥  Partici  Schedule
History '\
MNew » \
Add »
Organize »

b) Click the Actions drop-down list and select a schedule.

Document List

|E =
= all
- [ iy Favorites

Mew = Add - | Organize - | Actions| -

Wig

Properties

a Balance

=[50 Public Folders Schedule articipants with an account balance greater than O along with an aggreg:
Between X and v
Repart participant balance count between X and ¥, Prompt ¥ and ¥ amounts,

Participant Count by fund if Balance is = 0

Hiskary
B[ Standard Reports
[ Balances »

7 Count

[ Dashboards
[ Dats

LB Losns

Report participant count by fund if balance is = 0.

The report schedule window will open. This will bring up the Schedule screen where you can set
criteria and schedule the report to run. Left panel options can be used to establish the title,
frequency and format of the report run.

L) Note: When scheduling a report that includes prompts, you'll enter the prompt information at
the time of scheduling.
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Left Panel Options

Instance Title

When you click on Instance Title, the report name will automatically display. You can enter a name to
be used for each scheduled instance.

AP eporting

Document List
| Schedule - Participant Counts by Plan

v Schedube Instance Title
Instance Title Participant Counts by Plan
Recurrence

Formats and Destinations
Scheduling Server Group

Recurrence

This option specifies a schedule for running an object. Each parameter in the Run object list has its own
specific data entry requirements.

The following parameters are available:

Now When you click Schedule, the object runs once (immediately).

Once This option requires a start and end time parameter. The object runs once at
the time that you specify. If you schedule the object with events, the object
will run once if the event is triggered between the start and end times.

Hourly This option requires information in hours and/or minutes for how frequently
the object is run. Instances are created regularly to match the parameters
that you enter. The first instance is created at the start time that you specify,
and the object will cease to run on its hourly schedule at the end time that
you specify.

Daily This option requires a start and end time parameter. The object runs once
every N days at the time that you specify. It will not be run after the end time
that you specify.

Weekly This option requires a start and end time parameter. Each week, the object
runs on the selected days at the time that you specify. It will not be run after
the end time that you specify.

Monthly - monthly data is made This option requires a start date and time, along with a recurrence interval in
available on the 5th day of each months. The object runs on the specified date and time every N months. It
month. will not be run after the end time that you specify.
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Nth Day of Month - monthly data
is made available on the 5th day of
each month.

This option requires a day of the month on which the object is run. Instances
are created regularly each month on the day that you enter at the start time
that you specify. The object will not be run after the end time that you
specify.

1st Monday of Month - monthly
data is made available on the 5th
day of each month.

This option requires a start and end time parameter. An instance is created
on the first Monday of each month at the time that you specify. The object
will not be run after the end time that you specify.

Last Day of Month - monthly data
is made available on the 5th day of
each month.

This option requires a start and end time parameter. An instance is created
on the last day of each month at the time that you specify. The object will not
be run after the end time that you specify.

X Day of Nth Week of the Month

This option requires a start and end time parameter. An instance is created
monthly on a day of a week that you specify. The object will not be run after
the end time that you specify.

Calendar This option allows you to select a calendar of dates. (Calendars are
customized lists of schedule dates that are created by the BusinessObjects
Enterprise administrator.) An instance is created on each day that is
indicated in the calendar, beginning at the start time that you specify and
continuing until the end time that you specify.

P Reparting

VOYA.

Document List

Schedule - Participant Counts by Plan

" Schedule

Instance Title
Recurrence

Formats and Destinations
Scheduling Server Group

Recurrence

Now ~

Once

Hourly

Daily

Weekly

Monthly

Nth Day of Month

1st Monday of Month

Last Day of Month

X Day of Nth Week of the Month
Calendar

Run object:

Object will run
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Formats and Destinations

1. Choose the file type that you'd like for the output (e.g. Web Intelligence Report, Microsoft Excel,
Adobe PDF, or Comma-Separated Values).

L1 Note: Itis recommended that you opt to keep the report in Web Intelligence format. The report
can easily be reported to other file types after it runs, however, if you select a non-Web
Intelligence format the report cannot be converted back to Web Intelligence after it runs
and functionality will be lost.

2. Click Schedule.

Document List Help  About
Schedule - Participant Counts by Plan

Schedule Formats and Destinations
Instance Title
Recurrence
Formats and Destinations
Scheduling Server Group

v Output Format and Destination

o] I L Qutput Format Details
Destinations for Web Intelligence - Participant Counts by Plan
[ Wicrosoft Excel O Inbox

O comma Separated Values{CSV)

» Destinations Options and Settings

The History screen will display providing you with several viewing options.

Document List Help  About
History - Participant Counts by Plan
@ Show All © Show Completed O Show only instances owned by me

O Filter Instances By Time

Actions = Organize =

= ‘ of 1
Tnstance Time ™ Title Parameters Format Status

B mar 12, 2012 2:00 PM Participant Counts by Plan Microsoft Excel Running

¥ Mar 12, 2012 1:59 PM Participant Counts by Plan Web Intelligence Success

®  Mar 12, 2012 1:18 PM Participant Counts by Plan Text Success

| e 12, 2012 1:16 PM Participant Counts by Plan Adobe Acrobat Success

= Mar 12, 2012 1:11 PM Participant Counts by Plan Microsoft Excel Success

¥ Mar 12, 2012 1:07 PM Participant Counts by Plan Web Intelligence Success

¥ Mar 12, 2012 12:22 PM Participant Counts by Plan 123 Web Intelligence Success
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When historical versions of the report begin to accumulate based on the established schedule, you
can view these saved versions of the report by highlighting the report and selecting “Actions.” There
are two action options for viewing historical reports:

e History — This option allows to you to view and select from a list of all the historical versions of
the report.

e View Latest Instance — When this is selected the most recently run version of the report based
on the schedule will be directly accessed.

- | Organize - | Actions| - Search title - | £ u 4
Ti Properties  Type Instances
Modify
Schedule
History

When viewing the report in the right panel report title pane, the number of instances available for the
report will display.

L) Note: You should delete all old instances that you do not intend to use again in the future. This
will conserve storage space within the application.

3. Selecting History will access a screen that includes all of the scheduled historical versions of the
report. The Instance Time column will display the date and time for each report. Click into a date
and time link to access that report.

The entry with a status of “Recurring” represents the established schedule and does not contain a
report.

History - Participant Fund Balances *
@ show All O Show Completed ] Show only instances owned by me

[ Filter Instances By Time

Actions - Organize -

2 W [ _Joft » M

e Title Parameters Format Status
¥ Mar 14, 2012 2:34 PM Participant Fund Balances Web Intelligence Success
2 Mar 14, 2012 2:33 PM Participant Fund Balances Web Intelligence Recurring
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Troubleshooting

Help Within On Demand Reporting

If you are unsure how to utilize a feature, On Demand Reporting includes a useful online Help tool
available within the application. Simply select the Help button from the application toolbar.

Documentation & Online Help

External users have access to this comprehensive user guide and an online flash tutorial via the
Sponsor Web application.

Voya Support

Further support may be provided by contacting your Voya client relationship representative.
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