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Introduction

Payroll/Administration is an easy-to-use remittance processing tool available through Sponsor Web. This
electronic payroll interface automatically reconciles the data you provide to your recordkeeper with its
recordkeeping system, giving you complete control over payroll processing accuracy.

You'll use Payroll/Administration to submit and fund payroll contributions and/or loan repayments and if
applicable, enroll eligible participants, update participant demographic data. Payroll/Administration has
built-in edit functionality to ensure that accurate and valid data is received.

Some functions shown may not be available depending on your plan’s setup. If you have any questions,
please contact your account manager.

Features

Payroll/Administration is easy to use, with clearly-labeled screens. Payroll/Administration will enable you
to perform the following functions:

e Paperless (electronic) transactions.

e Send payroll contributions and loan repayments.

¢ Enroll new participants into the plan (if applicable).

e Update demographic data for enrolled participants or add demographic data for those participants who
will enroll in the future (if applicable).

¢ Provide payroll funding via the Automated Clearing House (ACH).

Hints and Tips

Do not use the BACKSPACE key on your keyboard to navigate through the entry fields on Payroll
Administration screens; it will cause you to lose all the data you have entered by returning to the previous
screen without saving. Instead, use your mouse or arrow keys to move around the screen.

Similarly, do not use the BACK button in your browser. Use the internal navigation buttons in the system to
return to the last screen.

If you forget and go to an "unavailable" page, try clicking the REFRESH button to reload your page. You
can continue to use the page but will have to re-enter any unsaved data.

Hours of Availability

Payroll/Administration is available during the hours posted on your plan’s Welcome page. Scheduled
maintenance may interrupt accessibility.

Gaining Access to Payroll/Administration

To access Payroll/Administration, you will be required to complete a Sponsor Web Activation Request
form, which can be found at www.abaretirement.com (go to Administrator Login). Pages 1 and 2 should
be completed and signed by one person, and that person must be a signatory on the employer's bank
account. Include a copy of a voided check and e-mail the completed, signed form and check to
"contactus@abaretirement.com.”

You will only be able to access plans for which you have permission. Please contact the ABA Retirement
Funds Program (the Program) at (800) 752-6313 or contactus@abaretirement.com if you have any
questions regarding access.

To deactivate a user ID and password, please contact the Program. Since Payroll/Administration allows
you to access sensitive data, it is important to notify your recordkeeper immediately if a user ID should be
terminated.
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Initial Registration Process

The steps below detail how you will proceed through the initial registration process and establish a profile
for the Sponsor Web before you can reach Payroll/Administration.

1. After submitting a Sponsor Web Activation Form, you will receive an e-mail which will include a link to
the registration site and instructions on how to begin the registration process.
From: Sponsor Web Sent: Mon 06/30/2014 9:16 AM
To: Flan Sponsor
Cc
Subject: Register for the Voya Plan Sponsor Web site
You can now register to access the Voya Plan Sponsor Web site. =
Please copy and paste the link below into your browser to start the registration process. *
You will be asked to enter a PIN. This PIN has been sent to you in a separate e-mail tilted ‘PIN for the Voya Plan Sponsor Web site.’
https://sponsor.voyaretirementplans.com/sponsor/public/userregistration/securitycode.action?
sponsorUID=ed756905ffac5fces26f817a56d33198
If you did not receive a PIN or have questions regarding the Web site registration process, please contact you Voya plan’s
administrator for assistance.
* We recommend that you do not click on Internet links contained in e-mails. It is safer to copy the link into your Internet browser
as a way to access our Web site.
2. A second e-mail will be sent to you which will include the temporary PIN to enter on the registration
site.
From: Sponsor Web Sent: Mon 06/30/2014 9:47 &AM
To: Plan Sponsor
Cc
Subject: PIM for the Voya Plan Sponsor Web site
This PIN is only needed for your initial registration for the Voya Plan Sponsor Web site.
PIN: c8322

The Web site registration link has been sent to you in a separate e-mail titled ‘Register for the Voya Plan Web site.”

If you did not receive the Web site registration link or have questions regarding the Web site registration process, please
contact your Voya plan’s administrator for assistance.

Thank you.

08/21/2014 Page 2



Payroll Administration User Guide

08/21/2014

3. Copy and paste the link from the first e-mail into a browser window to open the Sponsor New

Registration screen and begin the registration process. Enter the PIN number on the initial screen and

click Continue to proceed.

VOYA

Enter PIN

FPlease enter the PIMN that was emailed to you.

PIN:

Continue

VOYA

Create User |D and Password

Please create a User D and Password Tor the i
password confidential and change il regulary

Enter Mevw Lser I
Enter Mew Password:
Re-entor Hew Password:

3 &0

G Flan 3ponsor websie. Please remember b ahways Kesp your

User s musi meet the following cridena:

-Uinimum lengih of 3 (B) charschers

Humbers or LeSers are alosed

Passwords midst meel the followwing crileqia:

Minimem engih of exght (B) characiens

Mt contain thr

Cane, Numanic or Symbol (58

o of P dolowing Tour characieratcs: Upper Ciad, Lower

4. On the next screen, create a personal user name and password. You must adhere to the required
criteria listed in the right margin when constructing your user ID and password.
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5. On the next screen, select five security questions from the drop-down options and provide the answer
to each question.

VOYA.

Security Questions

You are seeing this message because you are using our enhanced login security system. In cerain situations we will ask you to answer several security
guestions to ensure the identity of the person accessing this account.

Flease answer the security guestions helow:

Guestion 1: \What street did your bestftiend in high schaol live on? (Enter full narme of street anly)

Angwer 1 | |

Cuestion 2: What elementary school did you attend?

Angwer 2 | |

Cuestion 3: What is the middle name of your oldest child?

Angweer 3 | |

Save Time!

[ Registerthis computardevice to skip these secutity questions next time you sign
in. We recommend thatyou only register computers ar devices that are private,
such as your home computer.

Submit

6. On this screen, you have the option to register the device you are currently using. If you register this
device, you will not have to answer the security questions the next time you log in from that device; only
the user ID and password will be needed for access. Non-registered devices will require that security
questions be answered correctly upon login.

Save Time!

[ Reqgister this computer or device to avoid answering these questions the next time
you log in. We recommend that you anly register computers ar devices that are

private, such as your home computer.
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7. On the next screen, you will receive confirmation that your security questions and answers have been
successfully established and will be effective immediately. Click Continue to proceed to the next
screen.

VOYA

FINANCIAL

Security Questions

You have successfully set up your security questions and answers.

This update is effective immediately.

Continue

8. This is the final registration screen. Select Accept to confirm and complete the registration process.
This will bring you to the login screen for Sponsor Web where you can now enter your new user ID and
password.

VOYA

FINARCIAL™

Sponsor Web Non-Disclosure and Information Security Agreement

Imponant

This site provides access lo specific confidential information to help administer or sendice a retirement plan. Because this is confidential customer
infarmation, and keeping that information sacure is very important to us, we request thal you read the information below and accept the terms we have
outlined. As part of our internal security policies, we will ask you lo accept these terms on an annual basis

| agree

w

to not disclose my password to any other persons and understand that each person neading to access tha website must submit a request saparately
and be grantad access based on proper security profiles

w

that | am responsible for any fransactions paformed with my access ID,

w

that unless otherwise noted, all information is classified as confidential (data made available only within the workplace and not made available to the
general public);

w

to acknowledge that all information accessed is Voya property and |s only needed by me to perform my job responsibilities; and

to treal information obtained from this website as confidential and will 1ake the necassary measures to ensure such confidentiality

Terms of Use / Online Privacy | Voya Security | Privacy Notice

& 2014 Voya Services Company. Al rights reserved
Voya and Voya lago are regsterad irademarks of Voya Services Company.

08/21/2014 Page 5



Payroll Administration User Guide

9. When the registration has been completed, a confirmation e-mail will automatically be sent to your e-

mail address on record. It will include the URL that should be used for future access the Sponsor Web.

L Note: The URL provided in the registration e-mail should no longer be used once the registration
process has been completed.

From: Sponsor Web

To: Plan Sponsor

Cc

Subject: RE: Vaya Plan Sponsor Web Site Registration Confirmation

Thank you for registering for the Voya Financial Plan Sponsor Web Site.

Your Voya Plan Sponsor Website User ID is xxxxxx.

Please keep your User ID in a secure location for future use.

Please click on the link below, enter your User ID and Password and then click GO to access the Voya Plan Sponsor Web site.

http://sponsor.voyaretirementplans.com

If you need assistance with the Plan Sponsor Web site, please send detailed information to
SponsorWeb@voya.com.

If you need assistance regarding your plan, please contact your Voya plan’s administrator.

08/21/2014
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Logging On to Payroll/Administration

Sponsor Web Logon

1.

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

2. Click the Administrator Login link on the top right corner.

328 e Does your firm's 401(k)
. include professional fiduciary services?
dminis o LG C

ABA Retirement Funds®

The ABA Retrement Funds Program (the
Program’) was crealed in 1981 and is
da:signad o provsde unigue, Jull Senice
401k} phans 1o the legal community

Hews Room

HUHRICANE SARDY RELIEF
IRS ANNOUNCEMENT

Hovember 18, 2012, the IRE

an ant allowing FRan SpoRGor
m i 1 pedarrmi alfacted paricapants
3,800 S 40 ofer & fusd Ineup and access 1o loans and hardship withdrawals
sefeice package trplcally availabie ko only lange Corporabe prior o formally amanding the Plan. ifnot
resrement plans. This leverage allrws e Frogram 1o proside prévously gane

By lewmraging it sk, e AP4 ReSrement
Funds Program brings togethed neary

o tantial Sl | Who's Watching Your Firm's 401(k) Plan?

Come See Us

Febansury 5-T

Waticnal Associstion of Bar Exscutivas
2011 3 Midyear Messting

Hillon Analole Dallas, Dallacs, TX

Wy niphig nepd Qg

Fabeusry 78

Waticnal Contarancs of Bar Prasidents
20073 Midyear Mesting

Hiltnn dnatnlg Mange Dalige T

08/21/2014
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3. Click on Sponsor Web Login.

Home  Aboul the Program  Program ivestments  Fund Pediormance

Do o v guaitions ?
800.752.6313

el 1

ABA Retirement Funds®

Does your firm's 401(k) Parfcipant Logh | Adksiniakrs
feature no out of pocket expenses? !:HE

Feos  Servops  Plan Design  Literatere  Contsct Us

Welcome Administrators

Visit Sponsor Web Viait cPAG

Sponsar Wb formerdy known as Spongor Conned) is @ T ebectromic Plan Ademinigirator Guids faP iG]
suite: of porwerdful VWeb-based appications for pla grres you mstant, online access (o the essential
adminisiraiors o manags plan oty and share dats wih informadion, tools and Torms you need ag a Plan
fhe ABA Retiremesnt Funds Program Admiresirator, Go to gPAG

Fiease gligk gig for 3 wrtual owr desoribing the taalures
And Sepices vailable hwough Spomsar Cormhec

First Time Users: &ccess 1o Sponsor Web i password protecied and requines authonzafion Fiease complabs
fine Sponsor Web Acdwaiion Request F onm isee the link below - the fomm is inferacive. 50 you can complabe it
fighl an pour deskiop belore printing & oul for signature), scan it and e-mail it to the Program al

nt d rgmsgant Som

Wak wEer, pou dne hequingd 1o eskibish £eciirlly

waond yourse il should you need o

Lpomsor Web Password Resel Opticn: f vou are a Spand
questions in your cnlme profss that allows you o reset Four pass

%) Sponsor Web Activation Request Fom

08/21/2014
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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 the Program.

VOYA_

WA AR ar VA
Welcome to Sponsor Web

Lisas 10

Pasawnord

i L w5, Securities destnbated by Voya Financisl Partnars LLC [member SIPC) or third parties with which
it Pt Siling BiTeement. &

Sponsor Web Login Page
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VOVYA

Hors | Protis i Cortat L Ligat

Wl cmren e —— Weomar it Rsggirc 8701t 220 P EDT

Welcome to the new Sponsor Web
SR

Relationship Summary

Tant il [bishinnisel oty it 1M |
Total Rolstionship Ralance: §45 517 %57 10

Imm l-hr! Mmlhlr Moo

Pt pirmgs ol & meremm of 4 charsche s Mnatna

iy’ esull i 8 Fighes nusie

gl dnd ragulabory developments Shag

oA s A

BN apananrs o D b INgQOEIEN Com

P Berparsl Wal Riac s aoung Libeay
. sage ophong
¥ Pamopant Web Messaging LiDrany

wdaD dng CaroudEl mas

Tarmes of Use f Onling Privaty |

Paiticipanis Total Halance | Y10 Contribatens & 55 ammary of e revw Fiscal LI
L 3 Sl DTt |'||J-‘F4r
ABC SAVINGS AND 0L 524 5 Daae 17 iR v
INVESTMENT PLAN
ABC BARGAINING SAVINGS 50253 w0 $20,521 508 3 -- s Al e
AND INVESTMENT PLAN
St Up Top Plams Wiew All Plans View Al Participants >
Q, Search '_',- Sponsor Resources
m rnm:ury mpw-lm'rw:mtrop

Gy Partic Oy v, PlarF IRET™ Onbne, delivers deskdog nesout
L ast Harmn et e Fip nadgate Odan™s iIndroasingly complax regulalony srmantnm

g :: anFIRST™ Qnine

'Fp-umu'!mn'r Feltoariiriy Mewes fellor
o o BGAree o plan, participant And indusiny nEws snd
LT - i rigibmgre E1 nfcerm JfGr

¥ Rl B imgaponaardarum conm
HiH . K

Wioya Securily | Prvacy Noboe

ABC Company

L 1
=l 4 b

. Mews Center

Aarerican T apayes Folied Act of
FULE i Plan Foth Folow s

T ]

Sponsor Web Home Page

5. 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 627001 $119,036 235 51

ABC BARGAIMNING SAVINGS & INVESTMENT PLAN E27002 $118,194 500 36

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

08/21/2014
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6. After you select the plan you will see the Plan Summary dashboard.

VOY& . ABC Company

Home | Frofie | Hep | ContactUs | Lepout ABC SAVINGS AND RETIREMENT PLAN

el sticnehip Summ ey Fisn info Farticipant Info Reports Frocessing Cenber Resources & Forms

ABC SAVIMNGS AMD RETIREMENT PLAM: 627001

= Print
I 7 14
Plan Summaw rfermation ag of 07 0320
Address Total Particd pants
80 BPIRE DRIVE, SUITE 300 s34
SEINT. RALIL WH Flsm T
Ctheer

Wiaw Flan Detsile | Wew Al Paticipants oo
Balance Information

EBalance By Scurce of Moray

B Employer Pre-ti Cont

Balanca $24 591 048 18 F14.812.057 04
B Employes Fre-Tax Cont
Total Balance $24,991,048.18 $10,030.578.03
Post-Tax Contributions
$147 85511
Shows Regults By @ - G %
Vigw Bslarcs Datuls By Saurce | Irnartmand | Asget Clags
Q Search Quick Links
R F link
® Bty Participant OBy Fian pons s
Lagt Hame First Hare ¥ Plan Acoass ¥ Payroll Administration
I 1 I ] » On Demand Reparting
oR » Activity History
5N (ast 4 digits) Employes 1D » Ackivity Summary

e - et - | | ¥ Ackivity Balancs Summarny

Parisl sErngs 3 & minamesm of 4
characters may resull in 3 higher rumber
of responses
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Payroll/Administration Logon

1. Under Quick Links and select Payroll Administration.

Quick Links

Report=s Flan links

* Plan Access ¥ Payrall Administration
* On Demand Reporting

¥ Activity Histony

¥ Activity Summany

» Activity Balance Summany

2. Click Launch Payroll/Administration.

VOyA. ABC Company
Home | Profle | Help | ContactUs | Logout ABC SAVINGS AND RETIREMENT PLAN

Relationship Summary Plan Info Participant Info Reports Processing Center

Payroll/Administration

FayrolliAdministration is an easy-to-use contribution processing toal. This electronic payrall interface autamatically recanciles the data you pravide with our recard
keeping system, giving wou complete control over payroll contribution processing accuracy.

Launch PayrollfAdministration

Terms of Use [ Online Privacy | Yoya Security | Privacy Motice

2 2014 Voya Services Company. Al rights reserved.
“oya and Woya logo are registered trademarks of Yoya Services Company .
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3. You will see the Payroll Administration Welcome Screen.

Home | Help Clhose
\ \/L
/o ‘/E\ . PAYROLL / ADMINISTRATION
= Add/ =2 Participant =2 Batch Participant 2= Contribution 2 Pending / Submitted

Enrollment Update Update Batches

Payroll/Administration

555555 Retirement Savings Plan

Select an operation from the navigation bar at the top of this page.

Payroll Administration Welcome Screen

— Note: Browser popup blockers should be disabled to run the Payroll/Administration application.
Once in the Payroll/Administration application, your user ID and password will determine
which retirement plan(s) you may access. Contact the Program with any questions regarding
login. If you have access to only one plan, you will go directly to your plan’s Welcome screen.
If you have access to multiple plans, you must choose one on the Welcome Screen by
clicking on it.

Logging Off

To log out of Payroll/Administration, click Close in the upper-right corner of the screen. This closes the
Payroll/Administration application, although the Sponsor Web Home page will still be open in the first
window.

Other applications can be accessed at this point, or you can log out.

VOYA

FiMANCIAL=

Logout Successful

Thank you for using the Voya Sponsor Website. Your session has ended. For added security please close your browser window.

Return to Login

08/21/2014 Page 13
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Enrolling a Participant

Overview

You can use the Enroliment section of Payroll/Administration to enroll new participants into the plan, if
applicable. You can also use Add/Enroliment to add indicative data for new participants who enroll in the
future. The Enroliment screens contain data entry fields into which you will enter participant data. If you
fail to update a necessary field, the system will prompt you to return to the screen and enter the

appropriate data.

If you have contributions for a newly eligible participant, any new investments will be allocated to the
plan’s default fund until the participant makes an election change.

 Note: If the plan’s default fund is the suite of Retirement Date Funds, then the participant must make
an election prior to submitting a contribution.

Enrollment Data - Import Data Screen

All pertinent information on the enrollment screens must be completed to successfully enroll a new

participant.

Bade/ £ Participant  EZBatch Participant
Enroliment Update Update

2 Contribution 2 Pending / Submitied
Batches

25 Lean
Repaymant

Current Plan: 555655 - RETIREMENT SAVINGS PLAN

Select Browse to locate the file te import:

File: I

WiEw 5.

Browse. |

Refer to ¥Yiew Sample File for formatting instructions:

Import File Option

5 Note: This feature requires Internet Explorer version 7.0 or higher.

Screen Options

e Click Yes and Next to go to File Browse screen. Please see Working with Batch Files and Templates for

instructions.

e Click No and Next to go to Participant Enrollment screen (next).
e Click Cancel to leave the Enrollment section and return to the Welcome screen.

08/21/2014
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Participant Enrollment Screen

At the “Import File?” option screen, select No and click Next to begin the individual enrollment process.

15 Participant IiBatch Partidpant  SEContribution  HEPending / Submitted 23 Loan
Updata Update Batches Repayment

Current Plan: 555555 Retirement Savinas Plan

Participant Enrollment

sswe[
Last Name:l— First Name:[— H[:I_
Address:[ an:[
I— Etate:n Zip/Paostal Cnde:l—

Count r'|r:| United States of Amanca j

Email[ Status:[04-Eligible; Not Parbcipate =
pate of Birth:[ [ [
Date of HH‘E!I_ - I_ - I_

(all dates are in mm-dd-coyy format)

Participant Enroliment Screen

Fields
The following fields accept data entry from you; many of them are required fields:

SSN Social Security Number—required.
Email Participant e-mail address (not required).
Last Name Required.

First Name Required.

Date of Birth Format MMDDCCYY (required).
Address Required.

City Required.

State Required.

Zip/Postal Code Required.

Country Defaults to United States of America.
Status Indicates the participant status under this plan. This field is maintained by Voya
Date of Hire Format MMDDCCYY—required.

08/21/2014 Page 15
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Screen Options

¢ Click Next to verify data and continue with the enroliment.
e Click Clear to empty all the fields on the screen without saving them.
e Click Cancel to cancel the enrollment and return to the Welcome screen.

Edits/Warnings

The system has been designed to make your job easier. If you forget to update one of the required fields,

a message will appear on the screen. For example, if you do not enter a date of hire, a message will

appear at the top of the screen in red that states:
“Please correct the following error(s) Hire Date is Required."

4 Participant i Batch Participant ¥4 Contribution iiPgneng [ Suberittec D Loan
Update Update Batches Repayment

Current Plan: 555555 Retirement Savinas Plan
Participant Enrollment

Please correct the following error(s)

& Hirg Date 8 reguired

ssw:[11122124
Last Namae: 'E-r::ilu_ First NII“E:W HI: r
Address: |12 Patiot Way City: W

I— Siute:m Zip / Postal Code: I::CJ—

Country: | United States of Amarica =

Emlrl:[— S'taru!:[ }-Elig 3
Date ul'l!lrth:E [_E - 1196
Date of Hir::r I_ [_

(all dates are in mm-dd-coyy format

Participant Enroliment Screen with error

Enter the missing or erroneous information in the fields and click Next to proceed to the next screen.

‘.'_.Note: If the ZIP code does not match the state, it will return an error.

08/21/2014
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Participant Enrollment - Screen 2

If your plan requires additional information, a second Participant Enroliment screen is displayed after
clicking Next on the Participant Enrollment screen. The fields displayed on this screen will vary depending
on the plan setup.

BAdg 2 Participant iiBatch Participant 4 Contribution Pending / Subsmitted aa Lean
Enroliment Update Update Ratches Repayment

Current Plan: 555555 - RETIREMENT SAVIRGS PLAN

1]

Participant Enrollment - Optional Data Elements

YEARS OF SE II'J[[E![

PLAN YTD Huuns.-|

DIVISIONfLOC nmN:[[Seled]

Lelledied

PAYROLL FREQUENCY: [

MARITIAL STATUS: [

GENDER: |

EMPLOYEE NUMBER: [

Participant Enroliment Screen 2: Optional Information (sample)

Fields

Optional data element fields will vary according to plan setup. Some require a particular type of data
(alpha, numeric), or offer a drop-down list with prefilled selections.

Fields vary depending on plan settings and may not reflect all fields in the screen shown above.
Screen Options

¢ Click Next to verify the information and advance to the next screen (depending on your plan setup).
¢ Click Cancel to return to the previous screen and make corrections.
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Participant Updates

Overview

The Participant Update function is used to change existing participant information. The fields will be pre-
populated with current values on the recordkeeping system.

Participant Selection Screen

Use this screen to select the participant to update. A participant can be selected by entering either their
Social Security number (SSN) or Last Name. The “Please enter a Participant” drop-down list is defaulted
to SSN, but Last Name can be selected for this search type.

Screen Options
e Enter the participant’s SSN and click Next to continue the update.

i Adgy 2 Particlpant +2Batch Participant 15 Contribution HiPending / Submitted 22 Loan
Enroliment Update Update Batches Repayment

Current Plan: 555555 . RETIREMENT SAMNGS PLAN

Search for a Participant

Please enter & Participant SSN ﬂ : |

Participant Selection by SSN

e Or, you can use the fuzzy search feature by selecting the Last Name option from the drop-down list and
entering the participant’s last name or the first three letters of the last name in the input box. For
example, a participant search for ‘Smi’ will return the last names ‘Smith’, ‘Smiddey’, ‘Smithson’ etc. If
only one participant matches your search criteria, you will go directly to the update screen.

B Note: Fuzzy searches do not work with SSN values. Participant SSNs must be a full nine numeric
digits for the search to function.

e Agd/f 5 Participant us Batch Participant &1 Contribution u: Pending [ Submitted == Loan
Enroliment Update Update RBatches Repayment

Current Plan: 555558 . RETIREMENT SAVMNGS PLAN

Search for a Participant

Please enter s Participant |LastName ] ; [SMH
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siBatch Pertiopant I3 Contrinution  DPending / Submited B Loan
Update Batches Repaymend

Current Plan: 566556 . RETIREMENT SAWVINGS PLAN

Select a Participant

S5 B ame

& it SMITH, JAMES
Cmnun EMITH, JANE
133333333 SMITTY JOHN
1444484434 SWITZ JOE

Participant Selection by Name

Select the participant and click Next to continue the update.
Click Cancel to return to the previous participant search screen.

Participant Update Screen

When processing participant demographic updates, you will be shown data-entry screens populated with
the current data. To update the data, simply overwrite the current field data.

b

If the employee is eligible to participate in the plan, and not enrolled, they may be enrolled on

— Note:
this screen, if applicable for your plan.
I Admin 55 Add/ 22 Participant IZBatch Participant i% Contribution iiPending / Submitted 23 Loan iiReports
Enrcliment Update Update Batches Repayment
Current Plan: 555555 Retirement Savings Plan
Participant Update
ssN:| 222222222
Last Nnmc:l[}ge First Nnrnc:l Jane HI:li_
Address:| One Hometown city:| Anytown
. | state:[NJ +| Zip/Postal Code:| 212341610

Euuntrv:IUnite:I States of Amenca d

Stntuszl 04-Eligible; Mot Paricipate ZI

Date of Biﬂh:ﬁ - W -[1974
Date of lec:lﬁ - |_? Sl2mz
TE"M";':::;I_ . r . Termination Reason: j
Do you want to make the participant active? i~
Has the participant elected the Morningstar Managed Account Program? [
{all dates are in mim-dd-coyy format)
Mext Clear Cancel
Page 19
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55 Add/
Enrallment

1 Participant
Update

55 Batch Participant
Update

% Contribution 22 Pending / Submitted

Batches

22 Loan
Repayment

Current Plan: 555555 Retirement Savings Plan

Participant Update

SSN: (220222222
Last Name:IDOE

Address: [ONE HOMETOWN

Date of Birth:m - Iﬁ - I‘IEI?E
Date of Hire:lﬁ - Iﬁ - IQDDEI
Termingia:litnel:l_ i I_ i I—

First NamE:IJANE

CnuntW:IUnited States of America j

Status:| 00-Active And Eligible

(all dates are in mm-dd-ccyy format)

MI:I_

City: JANYTOWN

State:IMD vI

Zip/Postal Cnde:|21234161ﬂ

[

Termination Reason: j

Mk Clear Cancal

Participant Update Screen

Fields

In addition to the basic demographic fields entered at enroliment (such as name and address), this screen
provides the opportunity to update the following fields:

Termination Date (if applicable)

Termination Reason
L]
L]
L]

Screen Options

The date of termination.

Reason for the termination:

Retirement
Permanent Disability
Death

Voluntary Termination

o Click Next to continue the update and go to the verification screen.
e Click Clear to reset the fields without saving changes.
e Click Cancel to return to the Welcome screen without saving changes.

Error Messages

If there are any errors associated with the data you entered, Payroll/Administration will display a reject
message instructing you to update the appropriate fields and click Finish. Reject messages will occur if
any required fields are not updated or, in the case of the ZIP code, do not validate properly against the

entered state.

Example of a reject message: “ZIP Code required; please correct.” For more information, see the Error
Message Details Screen in the Template section.
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Additional Data Screen

This screen holds additional data that is specific to the needs of your plan. If additional information is not
required, this screen will not appear.

&5 Add/ iR Participant SEBatch Participant &5 Contribution &5 Pending / Submitted % Loan
Enraliment Updata Update Batches Repayment

Current Plan: 655555 - RETIREMENT SAVINGS PLAM

Participant Update - Dptional Data Elements

YEARS OF SE R"l"l[ZE:I'I

CURRENT HOURS: [0.0
PLAN ¥TD HOURS: [1040.00

DIVISION/LOCATION:| 1002 - BOSTON
[Seleci]
[Seleci]

PAYROLL FREQUEMCY: I?

Lelbellel

MARITIAL STATUS: I 1

GENDER: |1

EMPLOYEE NUMBER: [1234

Participant Update — Additional Data Screen
Fields

Fields vary depending on plan settings and may not reflect all fields in the screen shown above.
Screen Options

¢ Click Next to continue to the next screen. Depending on your plan settings, this may be the Contribution
Election update screen, or you may go directly to the Verification screen.

¢ Click Cancel to return to the previous screen without saving changes.
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Participant Data Verification Screen

When you have finished entering participant update information, you will have the opportunity to verify it
before submission.

== Addf
Enrcliment

s=Batch Participant = Contribation == Pending f Submitted =2 Loan
- Update Update Batches Repayment

Current Plan: 555555 - RETIREMENT SAVINGS PLAN

Please verify the following Participant data
NOTE that the operation will not be complete until you press FINIEH

SSMr 222222222
Last Mame: DOE First Mame: JAKNE MI:
Address: L HOMETOWN WaAY City: ANTTOWN
State: MASSACHUSETTS
ZipfPostal Code: 02134 Country: United States of America
Status: 00-Active And Eligible
Date of Birth: 01/01/1966
Date of Hire: 03/08/2010
Termination Date: Termination
Reason:

Optional Data Elements
YEARS OF SERVICE :1
PLAN YTD HOURS : 0.0
DIVISION/LOCATION 1002 - BOSTOMN
PAYROLL FREQUEMCY : 2
MARITIAL STATUS :1
GEMDER :1
EMPLOYEE NUMBER 1234

Contribution Elections

Source Type Armount
& k] 100.00
Finish Make Changes Cancal

Participant Data Verification Screen

Screen Options

¢ Review the information on the screen and click Finish to complete the update.

e Click Make Changes to return to the previous screen and edit the information.

o Click Cancel to return to the Welcome screen without saving changes.
Participant Update Confirmation

After clicking Finish, you will see the Participant Update Confirmation screen.

5 Aday i3 Participant Il Batch Participant 5 Contribution 25 Pending / Submitted i Loan
Enroliment Update Update Batches Repayment

Current Plan: 555555 - RETIREMENT S&NWIMGS PLAN
The Participant update has been successfully completed

SOMN 22222000 Name:DOE, JANE M

Participant Update Confirmation Screen

Screen Options
e Click Next Participant Update to enter changes for another participant.
e Click Done to return to the Welcome screen.
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Contributions

Overview

The Contributions section allows you to enter payroll contributions. This section includes the functions:
e Importing a contribution file

e Contribution set-up screen

e Entering payroll data

Importing a Contributions File

If the plan has Contribution File import activated, the first screen will be an option to import a Contribution
file. After successfully importing a file, it will be added to the Pending/Submitted Batches list, where you
can make final edits before manual submission.

To use the Import File feature, you must use Internet Explorer version 7.0 or higher.

L % Participant &5 Batch Participant 54 Contribution 55 Pending / Submitted 5 Loan
Enrolimant Update Update Batches Repayment

Current Plan: 555555 - RETIREMENT S&WINGS PLAN

Do you want to import a file?

Cwves Mo

For Internet Explorer users: The import feature requires Internet Explorer 7.0 or higher.
You can download the most current version for free at hittp: [ Swwrw.microsoft.com.

Mext Cancel

Screen Options

e Click Yes and Next to go to File Browse screen. Please see Working with Batch Files and Templates for
instructions.

¢ Click No and Next to go to the Contribution Set-up screen.
e Click Cancel to leave the Contribution section and return to the Welcome screen.
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Contribution Set-up Screen

Each time you enter the contribution section, you will be asked to provide the following:

Batch Name

Payroll Date

Display Active Participants Only (Optional)
Copy Payroll Data From (Optional)
Source Selection

18 Acdf 18 Participant i2Batch Participant 8 Contribution 2 Pending / Submittes B Loan
Enrallment Update Updiate Batches Repayment

Current Plan: 555555 - RETIREMENT SAWINGS FLARI

Enter the following details before you proceed to the Contributions:

Plzase maks sure you enter the corract payroll date within the Conibution secaan, The payroll date 15 used to
clarfy Current vs. Prior vear contributions as it applies to the IRS Limits,

Batch hame:l
Payroll Date: yonth: I_ Day: r TEAr |

Display Active Participants Only: ¥
Copy Payroll Data From: vI

The following Sources are available and will be included in wour batch unlegs you remave them by unchedking the checkbox.

[¥ ROLLOYER
¥ EE PRE TAX
¥ EE PRETX SPL

Contribution Set-up Screen

Fields

Batch Name

Payroll Date

Display Active
Participants Only

This required field is used for memo purposes only. It allows you to enter a description

for the payroll you are creating, so the description name is entirely your decision. For

example, it may be helpful to differentiate between your hourly payroll and salary

payroll.

these fields.

These required fields contain the date that payroll was run. You must enter a date in

Note: Please use the correct plan year payroll date when remitting contributions. The
payroll date is used to clarify Current vs. Prior Year contributions as it applies to the

IRS Limits.

participants.

This field indicates that only active participants should be displayed in a contribution
batch. This box is checked by default; you can uncheck the box to view all
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Copy Payroll Data From | This field contains a drop-down list of previously submitted payroll files (may not
appear, depending on plan settings). You can choose to create a new payroll and
copy the financial data from your last payroll. This may be helpful if your payroll does
not contain many changes. This data can include hours, (which can be accumulated
provided your plan is set up for this function).

Previously submitted payroll files are sorted by pay date, with the most recent
batch displayed first.

Source Selection Checked sources will appear on the following batch screen.

Batch Name:ITest

Payroll Date: yanth: IE Day: E vear: |2010

Display Active Participants Only: |+

Copy Payroll Data Frum:l ﬂ

re available and will be included in youlTEST 2010-08-01-1 Le thern by

[¥ ROTH ROLL
[v ROLLOYER

Screen Options

e Once these fields are entered, click Next. You will be brought to the Contribution Data Entry screen to
enter payroll data.

¢ Click Cancel to return to the Welcome screen without saving changes.

The Contribution Payroll Input screen allows you to enter or update contributions for the participants in the
plan. You may select and copy data from a previously submitted payroll and make changes based on
current information, or you may generate a payroll using new information.

The participants are sorted in alphabetical order by default. You can sort by SSN order by clicking the
SSN column header.

A Catch-Up option, if available, will display and allow the user to designate catch-up contributions. A batch
should not include both catch-up and non catch-up contributions.

If you have contributions for a newly eligible participant, you will need to create a new enrollment by
selecting New Enrollment at the bottom of the screen. Once the enroliment is completed, you may
continue entering payroll data on the Contribution screen.

Any new investments will be allocated to the plan's default fund until the participant makes an election
change.

&l If the plan's default fund is the suite of Retirement Date Funds, then the participant must make an
election prior to submitting a contribution.

& Only plans offering New Enrollment functionality will see the New Enrollment button at the
bottom of the screen.
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52 AddSf o5 Participant 51 Batch Participant i Peniding | Submitted 2 Laan
Enrodiment Update Update Batches Repayment

Current Plan: 555555 . RETREMENT SAVIMGS PLARM

555555 Test_Contr 08-01-2010
vour batch is ready for processing

Flease nobe: If you are required to update participant Current Period Hours with your contributions, the Hours will only update on
veyasrecordkespang system after the batch has been fully submatted and fniched

Totals
DOE, JANE 1T fng 000 00 0,00 07311071530 3=
BIOE, JOHN MMM g0 000 00 0.00 (4042004 IE
PARTICIPANT, JOE TS |00 a00 00 8,00 koG [
BLACK, JOHMN MSHEMS 000 000 000 4000 e 2010 oom ﬁ'.
VWHITE, MARY 484555666 .00 000 0.00 200,00 5
NOMBRE, PRIMUS SSSEEETTT  fon 1100 no 000 01958 E
EMFLOYEE, NAME 1 F9TR0005 o 100 ] 0.00 |E
EMFLOYEE, NAME 2 999991010 g 000 00 .00 [E
EMPLOYEE, NAME 3 995550001 g noo oo 0.00 B
EMFLOYEE, NAME 4 955950004 g 000 00 0.00 [E o
i | | o

nfarmation,

Fr clicking on a participant’s name, you can link to the Participant Update section to view or update participant

Contribution Payroll Input Screen

Fields

Some columns will have drop-down selection lists (these will differ based on your plan settings and
permissions). Many of these values can be changed on this screen.

Screen Options
¢ Click Cancel to leave the Pending Batches screen and return to the Contribution Setup screen.

o Click Clear if at any point if you want to clear all of the entered values. Payroll/Administration will reset
all dollar amounts.

¢ Click Save to save the data and go to the Participant Batch screen.

¢ Click Next to submit the batch and go to the Participant Batch screen. If there are any errors, it will be
noted on that screen.

o If applicable to your plan, you can click New Enrollment if you have contributions for a newly eligible
participant. This button will direct you to the Participant Enrollment screen. Once the enrollment is
complete, you may continue entering payroll data on the Contribution screens.

Once you have clicked Save or Next on the Contribution Input screen, you proceed to Pending/Submitted
Batches to view your file for errors or warnings (see the next section).

If you're using an Imported Contributions File:

e The Contribution Input screen will also display the message “Your file has been successfully imported.

o If the “Display Active Participants Only” box is unchecked, all participants not included in the imported
file but found in the recordkeeping system will be displayed.

e Clear will clear all entered values in the input screen, will not clear values from the imported file.
e Next will advance to the Pending/Submitted Batches screen.
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Participant Updates

By clicking on a participant’s name, you can link to the Participant Update section to view or update
participant information.

Totals

||CF'.RSENJ DOoUG

||DOEJ IAHE
||Jm:|<som, Fo M
=5 Add/ 28 Participant 5= Batch Participant 55 Contribution 55 Pending / Submitted 55 Loan
Enraliment Update Update Batches Repayment
Current Plan: 555555 Retirement Savings Plan
Participant Update
SSN:(222222222
Last Nanle:IDOE First Name:l._lANE MI:I_
Address: [ONE HOMETOWN City: [ANYTOWN
I State:IMD v| Zip/Postal Eude:l2'|234'|E'ID
Euuntrv:lUnited States of America j
Status: [00-Active And Eligible [~
Date of Birth:lﬁ . Iﬁ - I']S]"E
Date of Hire:lﬁ _ Iﬁ - |2I:I|:IEI
Termingi:;:l:l_ - I_ - I Termination Reason: j
(all dates are in mm-dd-ccyy format)
Mext Clear Cancel

Participant Update Screen

Screen Options

Click Cancel to leave the Participant Update screen and return to the open Contribution batch file.
Click Clear if at any point if you want to clear all of the entered values.

Click Next to save the changes and proceed to the Participant Update Verification screen. From there,
click Finish to return to the Contribution batch file.
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Pending/Submitted Batches

All batch files for Contribution and Loan activity can be viewed with this feature.
Pending batch files may be edited from this screen if they are not submitted. These batches include:

e Saved batches
e Batches scheduled for submission at a later date
e Batches with errors

Submitted batch files cannot be edited.

Payroll/Administration allows you to enter payroll data and, if desired, append the submission of the data
for a later date.

Click Pending/Submitted Batches to display the Pending/Batches screen. The default display is of
Pending Batches (a list of all files created but not submitted), of both payroll types (Contributions and
Loans). Use the pull-down next to “Please select batch types” to select Submitted Batches which will
display submitted and deleted batches. Displayed batches are sorted in descending order of payroll date,
then by payroll type.

Pending Batches is the default option for this screen and displays the following batch detail information.
This information may vary depending upon the selected plan:

Batch type ¢ Contributions
e Loans

Batch name Your name for the batch.

Payroll date Date you entered for the batch. This format is YYYY-MM-DD-<Sequence Number>.
The sequence number is assigned automatically by the system.

Status Pending batches:
e Open

e T-Post ended with errors
e Ready to Post

Submitted batches all have status: “Submitted.”

Contribution Total Total batch contribution.

08/21/2014 Page 28



Payroll Administration User Guide

Select the file to review or edit, then the file can be submitted for processing.

53 Aday EZ Participant £iBatch Participant &5 Contribution EPending / Submated I
Enrelimant Update Update Batches Repayment
Current Plan: 555555 - RETIREMENT SAVINGS FLAN
Please select batch types: |Pendmg Batches ﬂ
Tt Sighem Cancel Br Delete
Select Batch Details ROLLOVER I’EE = H“Hni ER MATCH | ER PROFIT QHEL [ Con

Batch: Contnbutions
e Batch Mame: test00
Payroll Date: 2010-07-15-1
Status: Open

0.00 1,156.69 3,116.00 0.00 0.00 | 4

Batch: Contributions
Batch Name: TestOL

Payroll Date: 2010-07-01-1 0.00 ‘ 1,156.69 1,109.66 ‘ 0.00 ‘ 0.00 | @

Status: Open
&
L] *

Pending Batches Screen

e Future postings can still be edited.
e Uploaded batch contributions and loans have an “Open” status until submitted on this screen.

o If there were errors during your batch submission, an error message appears stating “Your payroll batch
was not submitted successfully. Please contact Voya immediately prior to re-submitting the batch.”
Attempts to resubmit the batch without contacting Voya will fail.

Screen Options

o Select the file and click Edit. Your file must be edited before it can be submitted for processing.
e Select the file and click Submit to advance to the Confirmation and Remittance screen.

¢ Click Cancel to return to the Welcome screen.

e Select the file and click Print to print a copy of your pending submission file. This will open a window
containing report sort options. See Printing a Batch for more details.

o Select the file and click Delete to delete a pending batch. Submitted batches cannot be deleted.
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Confirmation and Remittance Screen

This screen allows you to review batch information and select remittance method (if allowed for your
plan).

23 Add/ i3 Participant
Enroliment Update

Current Flan: 555555 - RETIREMENT SAVNGS PLAN

s Contribution

Repayment

Please ensure all infarmation 15 correct and select finish to process,

Plan #:555555 * ACH Debit
Plan Mame: RETIREMEMT S&VINGS PL
Payroll Date: 2010-10-20
Payroll Sequence Mumber: L

Totals by:
Contribution: 749862
Loan Repayments: 0,00
Funding required for ACHJEFT: 7408 57

Please be advised that sufficient funds must be in your bank account before you submit funding.

Batch Nameses Al tiethod of Remitting Fund:

Bank Name: BIG BAMK
Account Mo #: 2222722272

User Id: SPATHK0L ABA #:111111111

Pending Batch Pre-Confirmation Screen

L Note: If forfeiture offsetting is set up for your plan, you will see your forfeiture balance by fund source
on this screen. Forfeitures represent any non-vested amount that a participant forfeits due to a
termination. The forfeiture amount will be directed to a predetermined fund.

Fields

ACH Debit Batches submitted before 4:00 pm EST will post for the current trade date. Batches
after 4:00 pm EST will post on the next business day.

Screen Options

Finish Prompts a confirmation option based on your fund remitting selection. Click Ok to

submit the batch.

Cancel Cancels all changes.

A final screen will display the submitted batch information.

Microsoft Internet Explorer

Babches submitbed suocessfuly onweskends and markst holdays, of after 4:00pm ET (or earler, should the market dose For trading prior ko 4:00 pm

\:{J ET) on any business day, will not be pracessed undl the folowing business day.

] o=

Do you wark to conbinue?

Batch Submission Message
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Batch Submission Confirmation Screen

When the batch has been submitted for processing, you will see the Batch Submission Confirmation
screen.

Click the Submit Now button to submit the batch. You will be prompted with a popup confirmation screen
that allows you to cancel the batch. Click OK to continue, or Cancel to return to the Pending/Submitted
Batches screen.

ie Addy/ 55 Participant 5 Contribution i Pending / Submitted 2% Laan
Enrallment Update Batchaes Repay ment

Current Plan: 555555 - RETIREMENT SAVINGS PLAM

Batch has been SUBMITTED for processing. Please click "Done” to proceed to the Welcome screen. Please
note that clicking on "Refresh’ or ‘Back’ button on the browser might cause duplicate transactions
being submitted to the system.

Batch Marme: 200101020-C Date fTime: 09/15/2010 12:02:37
Plan #:555555
Plan Mame: RETIREMEMNT SAVINGS PLAN

Payroll Date: 2010-10-20 Method of Remitting Fund:
Payroll Sequence Number: 1 Bank Mame:BIG BAMNK
User Id: SPATXXOL ACcount Mo #: 222222222
Totals by: ABA 22111111111

Contribution: 7498 62
Loan Repayments: 0,00
Funding required for ACH/EFT: 7498 62

NOTE-Batch processing information:

Batches submitted successfully on weekends and market holidays, or after $:00pm ET {or earlier,
should the market close for trading prior to 4:00 pm ET) on any business day, will not be processed
until the following business day.

|Hote: Please maintain a copy for your records, either save it using the File operation on the browser's menu or
take a print out using the print button

Batch Submission Confirmation Screen

Screen Options

e Click Print to make a copy of the Confirmation screen.
e Click Done to return to the Welcome screen.

— Note: Batches submitted successfully on weekends and market holidays, or after 4:00 pm ET (or
earlier, should the market close for trading prior to 4:00 pm ET) on any business day, will not be
processed until the following business day.

Pending Batch Edits

Pending batches can be edited. If the payroll has errors, the status will read: “T-Post Ended with Errors.”
For more information, see Error Messages in the Template section.

Select Batch Details ROTH ROLL ROLLOYER EE PRE TAX ER MATCH ER PROFIT

Batch: Contributions

e Batch Mame: Test3
Payroll Date: 2010-08-30-1

Status: T-Post ended with errors

0.00 0.00 1135,561.64 1,027.29 0.00
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All errors must be corrected before the file can be submitted for funding. To view and correct the errors,
select the batch and click Edit.

a5 Add/ i Participant iBatch Participant

B Contribution & Pending /' Submitted & Loan
Erwoliment Update Update Batches

Repaymant

Current Plan: 555555 - RETIREMENT SAVINGS PLAN

BSE555 cont_test 2010-08-31

Please select View Error Messages below 1o see errors

By selecting a division/location, you are bemnporanly changing the bank account from which the funding for this Contribution is
Forning from. This dinsionflocation will not be updated on the participant record through the Contribution batch. To permanently
thange a partcipant’s division/ocation, use Particpant Update.

Please note: If you are required to update parbicipant Current Penod Hours with your contributions, the Hours will only update on
recordkesping system after the batch has been fully submitted and finished.

Totals
PMT!:ﬂANTC»LPr' .............. e e
(D0E, I hexnex6T186
\*HTEJOE .......... ————r
POTTER, HARRY a7 701
SMITH, JAMES wxaxy THES
BLACK, JOHN hexxxxBOOT
MOMBRE, PRIVLIS wxxxxB005
FOM, JOHN XA I2E2 0o
MCCALL, BETSY AN BETI ’jﬁ
*
Wiew Ermor Messages

nformation.

ry clicking on a participant’s name, you can link to the Participant Update section to view or update participant

Pending Batch Edits

— Note: If you edit a pending batch, you must confirm that the batch has a scheduled date for submission.
Once you click OK to confirm the edit, regardless of whether you actually change information,
the Payroll Administration system may remove the scheduled Submission Date. Check the
Schedule Date and re-enter it if necessary. When you submit the batch, the batch status in the
Pending Batch List should say Scheduled for Processing. If the batch does not have this status,
click Edit again and re-enter the date.

Screen Options

¢ Click View Error Messages at the bottom of the screen for error details.

¢ Click on the Participant names to edit that participant’s data.

¢ Click Cancel to leave the screen and return to the Pending Batches screen.

o Click Clear if at any point if you want to clear all of the entered values. Payroll/Administration will reset
all dollar amounts.

¢ Click Save to save the data and go to the Pending Batches screen. The batch will be in an Open status.
You must go back into the batch and click Next to submit the batch.

o Click Next to submit the batch and go to the Pending Batches screen. If there are any errors, it will be
noted on that screen.
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e Click New Enrollment to add participants using the Add/Enroll screen. When you are finished you will
return to this screen.

Error Messages Screen

Batch: Loans

Batch Mame:

DE-08-2010

Error Messages

Payroll Date: 2010-05-08

Payroll Seq: 1

Error messages are displayed in red while warning messages are displayed in Blue,

S5M
111222333

|Name
|FARTICIPANT, JOE

Error Message

LMOOZSS5E - Interest to apply + LH333 excesds LH3I30
=elect the DONE button to close this window,

=elect the PRINT button to print the error messages.

Error Messages Screen

Error Correction

All errors must be corrected before a batch can be submitted. Click View Error Messages at the bottom of
the screen to view the error details. Find the problems and correct them manually by clicking in the cell
and typing correct data.

For more information, see Error Messages in the Template section.

If the contribution batch does not have any errors, you will see a “Ready to Post” message. With this
message, click Submit to proceed to the Verification and Remittance screen.

Potential Error Messages

Data will be electronically scanned as it's imported. For example, these error messages could appear and
require correction:

o “Participant Ineligible for Contribution.”
e Allocations not equal to 100%.

| Before the data is accepted, all reject messages must be resolved and warning messages
acknowledged by selecting Edit in the Pending Batches screen.
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Submitted Batches

Open the pull-down list and select Submitted Batches to display the client’s previously submitted batches.
Note that the submitted batches have no options to edit, delete, or submit. These options are only

available for pending batches.

4

== Add/f == Participant == Contribution 2% Loan
Enroliment Update Repayment
Current Plan: 555555 - RETIREMEMT SAVINGS PLAN
Please select batch types: I Submitted Betches j
Select Batch Details ROLLOYER | EE PRE TAX ROTH TAKEOYER | Contribution | Lc
Total
Batch: Contributions =
Batch Mame: 201013050
L Payroll Date: 2010-10-20-2 49562 61 467952 1547 36 0.00 £6789.38
Status: Submitted
Submit Date: 2010-09-15
Batch: Contributions
Batch Name:301090201-
[ Payroll Date: 2010-10-20-1 0.00 467352 254736 0.00 722608
Status: Submitted
Submit Date: 2010-09-15

Submitted Batches Screen

Columns on this screen may vary depending on the types of transactions available in your particular plan
setup. In the first column, there will be a Select column with bubbles next to each batch. The next column,
Batch Details, will show the following batch information:

e Batch

e Batch Name
e Payroll Date
e Status

e Submit Date

Other columns will appear as dictated by available plan transaction types. Displayed batches are sorted in
descending order of payroll date, then by payroll type.

When the batch is submitted you will see a message:

MOTE-Batch processing information:

ACH Debit - Submit Mow: Batches submitted successfully on weekends and market holidays, or after
4:00pm ET {or earlier, should the market close for trading prior to 4:00 pm ET) on any business day,
will not be processed until the following business day.
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Printing a Batch

Select a batch to print by clicking the bubble next to it in the “Select” column. Then click the Print button
below the results pane. This function will print out a detailed, participant-level version of the batch. The
program will ask you to select a sort type for this report:

Do you want to sort the report by participant Social Security Mumber or by participant name?

" Zocial Sacurity Number " nama

Do you want to sort the report by participant Social Security Number,
by participant name or by Divigion/Location?

" Sacial Security Number " Name

€ Divisicn/Lecation by Social Security Number " pivision/Location by Name

Mext Cancel

Click the Next button to proceed to the batch participant report. Submitted batches are saved for 18
months.
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Eatch: Corsnbotions
Fialeh komwe: Test

EE
TN

123123123

B Pk

221333444

FFA4A555

444550658

SRAGEETTT

EafTTVERE

submrt Dake: 00-0%5-2010

Mame
CAREEN, DU

DWCE, JANE 1

JACKEZON, TIM

IOHNEON, DAVL

MAETIN, LGS

SANCHES, =Z0RGE

SMITH, 1ATNE

STALLONE, DEWNIE

Fayeoll Date: 08 15 2310
Payroll Seg; 1

Status: ubmittec
Cantribulinn Type

FOTH ROLL

EE FRE Tak

FR K&TCH

EE FRZ Tak
ER K&TCH

EE FRE Tax
ER WATCH

LC FRC Tk
ER KATCH

EE F2Z Tax
ER HATCH

EE FEZ Tk
ER WKATCH

EE PRE Tk
ER FOTCH

EE PRE Tan
ER RaTCH

ROTH ANLL Tabal:
ER MATCH Total:
EE FRE TAX Total:

Rabih Taokal:

Amauni
fuzeas.00
{258 2
§740 28

246.78
§46.7E

$137 .28
$137 .28

$1,z52.00
{Z52.00

£, 00
$44.00

§ira.2
f1rm.2z

£34 48
20520

§109.6%
$105.0%

§57,%549.00
$1,097.04
F2,09%.04

$E6, 153,08

Participant-level data for the selected batch
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Loan Repayments

Overview

This option allows the user to enter loan repayments at a participant level. After successfully importing a
file, it will be added to the Pending/Submitted Batches list, where you can make final edits before manual
submission.

L Note: Plans not offering participant loans will not have this section.

Importing a Loan File

If the Loan Import function was selected by the client for this plan, when you click on the Loan section in
the top navigation bar, you will be asked if would like to import a file.

To use the Import File feature, you must use Internet Explorer version 7.0 or higher.

== Add/ 2 Farticlpant =:Batch Participant == Contribution 22 Pending / Submitbed i Loan
Eniraliment Update Update Batches Repayment

Current Plan: 555555 - RETIREMEMT SAVINGS PLAM

Do you want to import a file?

T ves Mo

For Internet Explorer users: The import feature requires Internet Explorer 7.0 or higher.
You can download the most current version for free at hitp:/ forww. microsoft.com.

Mt Cance

Screen Options

e Click Yes and Next to go to File Browse screen. Please see Working with Batch Files and Templates for
instructions.

e Click No and Next to go to Create Batch screen.
e Click Cancel to leave the Loan section and return to the Welcome screen.
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Loan Repayment - Create Batch Screen

5 Addy

Enroliment Update Update Batches Repayment

% Participant i Batch Participant & Contribution iiPending / Submitted B8 Loan

Current Plan: 555555 - RETIREMENT SAVINGS PLAN

Enter the following details before you proceed to the Loan Repayments:

You may select more than one Division/Location frorn this drop down list, Click on the Help link for instructions.

Batch Ma me:l

Payrall Date: month. I_ Day: |_ Tear:

[ select all Divisions/Locations

1001 - NEW YORK
1002 - BOSTOM

1003 - HARTFORD
1004 - PORTLAMD
Select DivisionfLocation: 1005 - CLEAVELAND
1006 - CHICAGO
1007 - MILWALIKEE
1008 - SALT LAKE CITY
1009 - SALEM

1010 - MOMTEREY
1011 - LOS ANGELES

Display Active Loans Only: [

MeExt Cance

Loan Repayment Batch Screen

Fields

You may update the following fields:

Batch Name

Payroll Date

Enter the batch name. Batch names cannot contain commas.

MMDDYYYY format for current or prior year..

Display Active Loans

Only

Click this box to display only active loans in the plan.

The system displays this field only if there is more than one loan type. If you uncheck
this box and the plan has accounts with a loan status other than active, the batch
contains the Loan Status for the applicable accounts.

Screen Options

¢ Click Next to perform validations and go to the Loan Input screen.
¢ Click Cancel to leave the Loan Repayment section and return to the Welcome screen.
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Loan Input Screen

The Loan Input screen retrieves and displays all active loans in the plan.

o= Add/ =& Participant = Batch Participant 23 Contribution 22 Pending / Submitted
Enralimant Update Update Batches
Current Plan: 555555 - RETIREMENT SAYINGS PLAN

555555 08012010 08-31-2010
[four batch is ready for processing
The payment amount can be populated by selecting the amounts highlighted or you can enter the amounts
manually.

“-

Totals

BLACE, JOHM 11191111 ool 1000.00 |raz 0,00 -
DOE, JANE 1ZHINTI {001 [Lo00.00 Kz a2 0,00

| DOE, JOHN 234234234 0oL 1000.00 8I9% 10,00 L
FOM, JAMES 33444555 001 1000.00 laz.a 000

| PARTICIPAMT, JOE 44455555 ool 15000.00 44,23 10,00

|MCCALL, BETSY SS5BERTTT ulikd 1000.00 Mz.a 0,00

POTTER, HARRY 666777868 001 1000.00 k2,95 0.00

SMITH, JAMES ETOETE6TE foo1 1000.00 He.95 0,00

| MOMBRE, FRIMUS |TEaTESTES 0oz [L5000.00 B4 ,23 0,00

'WHITE, MARY TTTEaa999 ool 1000.00 _2'_15 0,00 ;l

|| -I
Loan Input Screen
55 Add/ 52 Participant 55 Contribution E2Pending / Submitted 28 Loan
Enrollment Update Batches Repayment

Current Plan: 555555 - Retirement Savings Plan

555220 Test 04-30-2012
cur batch iz ready for processing

The payment amount can be populated by selecting the amounts highlighted or

you can enter the amounts

manually.
. Payment
- = - Principal | Expected
Totals

AGOSTIM g-Deeme... (001 5615.22 [50.04 0.00
CROUSE/SF SEOCE 3-Deeme... 001 10000.00 |33.40 0.00
GREANEW-DF, I 3-Deeme... 001 45357.30 416.96 0.00
WVANNOT™E SIF 35 T 3-Deeme... o001 2344.90 |B85.28 0.00
WEREE 3-Deeme... 001 $5334.60 |34.48 0.00

Loan Input Screen with all Loan Statuses

The participants will be sorted in alphabetical order by last name. You can also sort by SSN by double-

clicking the SSN column heading.
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Some columns will have drop-down selection lists (these will differ based on your plan settings and
permissions). Many of these values can be changed on this screen.

Fields

You may update the following field:

Payment Amount The Payoff Amount (if applicable) and Expected Amount are highlighted and
underlined in green. You can manually enter the payment amounts, or you can select
the payment amounts automatically by clicking either the Payoff Amount or the
Expected Amount.

Multiply Payment This button provides a drop-down list with values from 1-9. For example, if “2” is

Amounts by selected, the payment amount for all participants will be multiplied by two. Select the
multiplier value to use for the payment amount. Then click the Multiply Payment
Amounts by button.

If you select Payoff Amount for a participant loan or enter the payoff amount in the payment field, a
PAYOFF image is displayed.

Payment
Amount
n
0
0.00
1418 =
0

You can change your selection, however the last selected amount is the one displayed in the input box.

Screen Options

o Click Next to proceed to Pending/Submitted Batches to view the file for errors or warnings.
e Click Cancel to leave the Loan Repayment section and return to the Welcome screen.
e Click Add/Delete Participant to add or delete a participant to the Loan Repayment upload file.

If you’re using an Imported Loan File:

e The Loan Input screen will also display the message “Your file has been successfully imported.”
e Next will execute a TPOST and take you to the Pending/Submitted Batches screen.
¢ If payoff amount = payment amount, the payoff image will be displayed on the Loan Input screen.

¢ A button to populate payment amount for all participants will be available. The button will provide a
drop-down with values from 1-9. For example, if “2” is selected, the payment amount for all participants
will be multiplied by 2.

e If loan payoff is checked in the Admin-General Administration, the application will compare the payment
amount to the payoff amount.
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Working with Batch Files and Templates

Working with Batch Files and Templates

For most transactions, there are two paths you can use to enter data. You can either enter it manually, or
you can import a batch file that contains data for multiple transactions of the same type. The first time you
use a particular type of file, you'll create a new template. The template is a map of the data contained in
the file so that the system knows which piece of information each column holds. Once you create at least
one template for a transaction, you can keep using it over and over. If you make a change to your data
file, you'll need to make a corresponding change to the template, or create a new one.

Importing a File
The following Payroll/Administration functions allow file import, but these can vary according to your plan
setup.

Add/Enrollment

Batch Participant Update

Contribution

e Loan Repayment

The instructions below can be followed for any of these functions.

The examples shown are for Enrollments.

8 iiParticipant  EBatch Perticipant 5 Contribution  35Pending / Submitted 55 Loan
; Update Update Batchas Repayment

Current Plan: 555555 - RETIREMENT SAVINGS PLAN

Do you want to import a file?

 Yes  Na

For Internet Explorer users: The import feature requires Internct Explorer 7.0 or higher.
You can download the most current version for free at http )/ Swwwmicrosoft, com.

Meact Cance|

File Import
If active, the first screen upon clicking Add/Enrollment will be an option to import an Enroliment file.
To use the Import File feature, you must have Internet Explorer version 7.0 or higher.

For each function, select Yes when asked if you want to import a file.
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File Browse Screen

For any file import, the file must following the rules below:

The file type must be one of the following formats:

e Excel spreadsheet (.xls, .xIsx and .xlsm)
e Comma delimited file (.csv)
e Plain text (.txt)

o fix

e dat

e .mdo
e .md5
* .pay

e .wk3
e .wk4

The imported file size must be greater than zero and less than 5MB.
All SSNs must have nine digits; leading zeroes must be included.

a2 Add/ i3 Participant 22 Batch Participant i3 Contribution 22 Pending / Submitted 22 Loan
Enroliment Update Update Batches Repayment

Current Plan: 555555 - RETIREMENT SAVIMGS PLAM

Select Browse to locate the file to import:

File: || Browse...

Refer to ¥Yiew Sample File for formatting instructions:

View Sampie File

Mext Cancel

File Browse - Add/Enroliment and Batch Participant Update
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= Add/ == Participant ==Batch Participant 22 Contribution 52 Pending / Submitted 22 Loan
Enraliment Update Update Batches Repayment

Current Plan: 555555 - RETIREMENT SAYINGS PLAN

Select the file to import by clicking the browse button:

File: Browse. .. |

Ref rto sample file for formatting instructions:

Visw Sample File

The payroll date is used to identify Current vs. Prior Year contribution as it applies to the IRS Limits.

Batch Name:l

Payroll Date: anth: I_ Day: I_ Year: I

Display Active Participants Only: [

Mk Cancal
File Browse - Contribution
2= Addf 2 Participant == Batch Participant == Contribution == Pending / Submitted =2 Loan
Enrcliment Update Update Batches Repayment
Current Flan: 555555 - RETIREMENT S&VINGS PLAN
Select the file to import by clicking the browse button:
File: Browse...
Refer to sample file for formatting instructions:
View Sample File
Batch Nurnl::|
Payroll Date: pyoneh; [_ [nETTH |_ fear: |
Maxt AFCE
File Browse - Loan Repayment
Fields
File Click Browse to navigate to and select the file to import. When the file is selected, click
Next to import the file.
Batch Name Enter the batch name. Batch names cannot contain commas.
Payroll Date MMDDYYYY format for current or prior year.
For contributions especially, please make sure you enter the correct payroll date; it is
used to clarify Current vs. Prior Year contributions as it applies to the IRS Limits.
Display Active (Contribution files only.) This field indicates that only active participants should be
Participants Only displayed in a contribution batch. This box is checked by default; you can uncheck the

box to view all participants.
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Screen Options

e Click View Sample File to view a PDF of a sample Excel file.
e Click Cancel to return to the previous screen.
¢ Click Next after selecting the appropriate file to import.

o When you are in the process of creating a template, and attempt to change screens, you will be
prompted to save the template.
Enrollment Import Formatting Rules
The Enrollment Import feature is used as an alternative for manually entering data on the Enrollment
screen to add employee data to the system from a prepared file.
Required Fields and Formatting
All fields/cells should be formatted as text.

Field Name Requirements

Social Security Number, ¢ Must be nine digits.
e Leading zeros must be included.
e Acceptable formats: 999-99-9999, 999/99/9999, or 999999999.
If the Social Security number format does not contain hyphens or slashes, make sure

that the field is formatted as text. In MS-Excel, a green triangle indicates that you have
stored values as text.

Full Name e Separate fields/columns are required for Last Name, First Name and Middle Initial.

e Last Name+ First Name + and Middle Initial fields cannot exceed 30 characters
when combined.

Address Line 1 Maximum 40 characters.

Address Line 2 Maximum 40 characters.

City Maximum 28 characters.

State Code 2 characters are required if the country is USA or Canada.
Postal Code ¢ Applicable only if country is USA or Canada.

e USA ZIP codes may consist of 5 or 9 digits (no dashes).
¢ Canadian postal codes contain 6 characters.

Birth Date e Acceptable formats: MM-DD-CCYY, MM/DD/CCYY or MMDDCCYY.
o Eight digits are required.
¢ Leading zeros in months must be included. For example, 02 for February, not 2.
e Employee must be between 15 and 75 years of age for employment.

Hire Date e Acceptable formats: MM-DD-CCYY, MM/DD/CCYY or MMDDCCYY.
o Eight digits are required.
e Leading zeros in months must be included.

Plan Entry Date Defaults to the current date.
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Optional Data

If any optional fields are blank, or contain only a hyphen, Payroll/Administration bypasses the field
completely. For the purposes of investment election, a blank is the same as a zero (0.00). Blank dollar
amount fields are bypassed for Contribution and Loan Repayment import files.

Gender One-character format.
1 - Male
2 — Female

Marital Status One-character format:

1 - Single
2 — Married

.CSV-files must be comma delimited. Quotation marks must be removed from any values containing either
single (' ') or double quotation (" ") prior to being imported into Payroll Administration.

A [ E 5 U E F 5 H 1 ] < L | m M| O
" FREE
A1-rdorin
S5k ol s sl e Lt P Eodry e nlh
Lol Oy e [mankaln [anz- [hizhany S=Eiveek
I_.-u-u-:. Asdbsmrs cwed Mars P Rokitl Bkl o Smlm lawcd racree) LoH-can s DOH-rapared e Irmmon  J=lamek rp o
Z [12Z4EEE7E =adPLE JCE R IWARET  AFTHE WHISDRCT BE0950001 T1112E0 012000 Do foo % TizdE
2 |oiC-2eEssy CoE JAHE I 1 MOS0 CT Dexas  Tiai1EEz o200 ma foo % [ ZZ4EE

Enrollment Import File Sample in MS Excel Format

B tmport.cev - Bobepad

Bie Edt Format  Mew  Helip

SSM, LastHame, FIrst Name,MI, Adorl, Acdrs, City, State, 29p , DB, BOH, 2 lan Entry Dats, [vision Location, PAYEREDL, Emp rumber
QUILZZA56, SAMPLE, JOE, 2,1 MAIN ST,8FT 2, WIHDZOR, CT, 050050000, 01001950, 02002000, 0LCd2 000, 000, 6, 212345

O10-22-6547, 00E, JANE, ®,1 MAIN =T, , WINDSOR, 7T, DA0S5, 0lod1682 , ol 2add, ol 1200l 0ddl, &, 1234 5¢

Enrollment Import File Sample in .CSV Format

Contribution Import Formatting Rules

o All fields/cells should be formatted as text.
e In MS-Excel; a green triangle indicator in the cell signifies that you have stored values as text.

e Comma Separated File (*.CSV)-files must be comma delimited. Quotation marks must be removed from
any values containing either single (' ') or double quotation (" ") prior to being imported.

o Fixed width files are acceptable. The same formatting rules apply to each field as Excel or (*.CSV).

e Some data categories will only be accepted by the system if they are allowed by the plan rules. For
special circumstances, additional categories may be available or required but not listed in this
document.

¢ Indicate negatives with minus sign to the immediate left of the amount, no parenthesis. For example: -
9999.99.

o Verify participant’s account balances prior to submitting adjustments with negative values. Accounts are
subject to change and market value fluctuation.

e Confirm that all employees on the spreadsheet are entered into the system and that the enroliment
process is complete.

e Loans can be included on the same spreadsheet, but will need to be imported separately using the
Loan Repayment function. A stand-alone spreadsheet for loan repayments is required if a participant
repays more than one loan number at a time. To see an example of this, click the Loan View Sample
File PDF link on the Loan Repayment Import screen.

o Import multiple payroll dates separately.

o If there are header/trailer lines, they must be identified when creating the template. Rows must be
consecutive; remove any blank rows.
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Contribution Import Required Fields

Data Fields and Formatting
Fields/cells should be formatted as text.

Social Security Number| ¢ Must contain nine digits.
e Leading zeros must be included.
e Acceptable formats: 999-99-9999, 999/99/9999, or 999999999.

o If the Social Security number format does not contain hyphens or slashes, make sure
that the field is formatted as text. In MS-Excel, a green triangle indicates that you have
stored values as text.

Participant Name Not required.
Contribution Source If the file does not contain decimals (values are implicit—see below), check the box labeled
Columns “Check this box if dollar amounts in the file do not have decimal points” when mapping.

Do not include dollar signs or commas.

Acceptable formats can either be:

e Explicit: 999.99

o Implicit: 99999 (the two rightmost digits are cents)

A | B | ¢ ] D

1 SSH EE Contrily  ER Match  Actual Hours
2 loooooooo4 |~ 10000 10.00 BED

3 fooooooos © 20007 2000678

4 f110s7777 7 30007 30.00'60D

& fooooooor 40007 40.00%SB

G f1234ss78a © 50007 s0.00%B02

7 f11222333 " 60007  60.00'GOD

B f1za4se7e8 7 70007 70,0000

g

Contribution Import File Sample in MS Excel Format

I CSV.csv - Notepad

Fle Edt Format Yiew Heb

SSN,EE Contrib,ER match,AcCtual Hours a
000-00-0004, -110. 00, -10. 00, 660
100-00-0005,220,00, 20, 00,678
111-05-7777,1430,00,143, 00,600
100-00-0007, 240,00, 24,00, 598
123-45-6789,351.00,35.10,602
111-22-2333,65.00,6. 50, 600
123-45-6788,70.00, 70. 00, 600 w
| EEEERREySSSSESSSEEEEESESBBSEi————————————————————...,
Contribution Import File Sample in .CSV Format
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Loan Repayment Import Formatting Rules

All fields/cells should be formatted as text.
In MS-Excel; a green triangle indicator in the cell signifies that you have stored values as text.

Comma Separated File (*.CSV)-Files must be comma delimited. Quotation marks must be removed
from any values containing either single (' ') or double quotation (" ") prior to being imported.

Fixed width files are acceptable. The same formatting rules apply to each field as Excel or (*.CSV).

Contributions can be included on the same spreadsheet as loans, but will need to be imported
separately using the Contribution function. For an example of this, click the Contribution View Sample
File PDF file link on the Contributions Import screen.

A stand-alone spreadsheet for loan repayments is required if a participant repays more than one loan
number at a time.

Import multiple payroll dates separately.

If there are header/trailer lines, they must be identified when creating the template. Rows must be
consecutive. Remove any blank rows.

Refer to the loan amortization schedule for the payment amount and loan number.
Payments must be the exact payment amount or an exact multiple of the scheduled repayment.
Negatives and adjustments are not permitted to loans.

Data Fields and Formatting
Fields/cells should be formatted as text.

Social Security Number| ¢ Must contain nine digits.

e Leading zeros must be included.
e Acceptable formats: 999-99-9999, 999/99/9999, or 999999999.
¢ If the Social Security number format does not contain hyphens or slashes, then

ensure that the field is formatted as text. In MS-Excel, a green triangle indicates
that you have stored values as text.

Participant Name Not required.

Loan Repayment If the file does not contain decimals (values are implicit—see below), check the box

Amount Column labeled “Check this box if dollar amounts in the file do not have decimal points” when
mapping.

Do not include dollar signs or commas.

Acceptable formats can either be:

e Explicit: 999.99

¢ Implicit: 99999 (the two rightmost digits indicate cents)

Loan Number Three digits required and must include leading zeros. For example: 001, 002, 006.

A | B | C

S5N Loan acct # Payment

123-45-6789 o1 47 58

111-22-3333 o2 5 68

111-22-3333 D03 75.01

» »\Sheetl {Shest2 /| ¢ >
LM

Loan Repayment Import File Sample in MS Excel Format
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[ Loan Import.csv - Notepad
Eile Edt Format Yiew Help

SSN,Loan #, Payment
123-45-678%,001,47. 58

111-22-3333,002,55.68
l'.'l.11-22-3333. 003,75.01

Loan Repayment Import File Sample in .CSV Format

Select Template Screen

After you've selected Next from the File Browse screen, you’'ll see the Select Template screen. From here
you can:

e Select a template

¢ Add a new template

o Delete a template

A template contains the format you define for the import file, including column headings. After you select

your file, you'll define which column contains SSN, First Name, Last Name, etc. A new template can be
saved, so that you can reuse it or modify it to create another template for the next file import.

When importing a file, verify that the template you selected contains the correct number of columns to
accommodate the number of columns in the file so the imported file data formats correctly. You can add
columns to an existing template or, if necessary, click Create New Template to create a new template that
matches the format of the imported file.

&= Participant == Batch Participant & Contributlon & Pending / Submitted s Loan
Updata Update Batchas Repaymaent

Current Plan: 555555 - Refirement Savings Plan

You can select an existing template or create a new template by selacting from the options below. If you use an axisting
template, please verify that any new columns added to your file have alse been added to the selacted template to ensure
detail will import correctly.

Please be advised that Division/Locatien column is required.

Saelect Existing Templata: :.I Create New Tempiat

Select Template

Fields
Select Existing The pull-down field contains a list of previously saved templates. Select one, and then
Template click Next to see that template. See the Existing Template Screen, below.
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Screen Options

e Click Create New Template to go to the New Template screen.

¢ Click Delete Existing Template to delete the template selected from the drop-down tab.
o Click Next after selecting an existing template to advance.

e Click Cancel to return to the previous screen.

New Template Screen

You'll see this screen if you selected Create New Template. It is used to create a new template for an
imported file. When creating a new template the following rules apply:

o New template name has a maximum of 20 characters.

¢ A maximum of 50 templates can be saved per plan.

e Optional data elements enabled for Enroliment will also be displayed. The override name for the
optional data element will be displayed.

¢ A value of “Not Applicable” will also be displayed to exclude any columns from the imported file.
e At any time while you are creating a template, you can click the Save button to save your changes.

28 Add/ &% Participant E=Batch Participant 55 Contribution EEPending / Submitted 23 Loan
Enroliment Update Update Batches Repayment

Current Plan: 555555 - Retirement Service Plan

Mew Template Name: Headers:l Mo Headers VI Trailers:l Mo Trailers V|

Select the appropriate heading from the drop down list for each column. To bypass a column, select Not

Applicable.
1 2 3 4 5 6

Select j |Se|eci j |Se|eci j |Se|ec‘t j |Se|e|:t j |Se|e|:1 j ISe
S5M Firstnarme M Lastname Address City Sta
222222222 John gl =mith 401 Atrium Drive Somerset ]
333333333 Jill A Jackson 402 Atriurn Drive Sormerset M3
LEEEREERES George ] Miller 403 Atriurn Drive Somerset o]
4| | >

Click SAYE to store template or
MNEXT to save and continue

Save MNext Cancal

New Template screen for Add/Enroliment
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58 Add/ 25 Participant 55 Batch Participant 11 Contribution 22 Pending / Submitted 25 Loan
Enroliment Update Update Batches Repayment

Current Plan: 555555 - Retirernent Savings Plan

Mew Template Name: Headers:IND Headers vI Trailers:IND Trailers vI

[ Check this box if dollar amaounts in file do not have decimal points

Select the appropriate heading from the drop down list for each column. To bypass a column,including
name,select Not Applicable

1 2 3 4
ﬂSeIed j ISeIect j ISeIect j ISeIect j ISeIed
SEN F Mame M Mame L Marme Address
145520001 John M =mith 401 Atriur
145820002 Jill A lones 402 Atriun
145820003 George D Miller 403 Atriun
1| | »

Click SAYE to store template or

Save Mt Cancal
MEXT to save and continue

New Template screen Contribution/Loan Repayment

You must select a column heading for each column. See the sample images below that illustrate the
Column Heading selections and the field definitions for more information.

RAdd/f 5 Participant E=Batch Participant 5% Contribution E2Pending / Submitted 22 Loan
Enroliment Update Update Batches Repayment

Current Plan: 555555 - Retirerment Savings

New Template Name: Headers:INu Headers vI Trailers:INu Trailers "'I

Select the appropriate heading from the drop down list for each column. To bypass a column, select Not
Applicable.

1 2 3 5 &

I"Select j ISeIect j ISeIect j Select j ISeIect j ISE
SEN Firstnare M =] Address City Sta
222222227 John M S5 401 Atrium Drive | Somerset 1
333333333 il & L_astName 402 Atriurmn Drive | Somerset ]
444444444 George D First Name 403 Atrium Drive | Somerset N

Middle Init
Addressl
7| AFﬂdrESSE 3
City |
. State
Click SAYE le Code or Save Mt Cancel
MNEXT to sa CDuntry -

Selecting the Column Headings
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Enroliment

Update

5 Participant

E5Batch Participant

Update

5 Contribution

B2 Pending / Submitted
Batches

5 Loan
Repayment

Current Plan: 555555 - Retirermnent Savings Plan

New Template Name:

Headers:l Mo Headers 'I

Trailers:| Mo Trailers =

Select the appropriate heading from the drop down list for each column. To bypass a column, select Mot

Applicable.
1 3 3 [ 4 5 6

I"Select j |Se|ect j |89Iect j Last Mame Select j |Se|ect j ISE
S5 Firstname M Lastname address City Sta
222222222 John I Smith 401 Atriumn Drive Somerset [N
333333333 Jill A Jackson 402 Atriumn Drive Somerset [N}
ddddd Gearge ] Miller 403 Atrium Drive Somerset [h]
4| | 3

Click SAYE to store template or g e
Save MNext Cancel

NEXT to save and continue

Selecting the Column Headings in a File Using Headers
Fields
You may update the following fields:

New Template Name Enter a name for the new template.

Headers Select the number of header rows contained in the import file. Options include “No
Headers” (default), and the values 1-9. When the file is imported, these header fields will
be ignored to obtain the file data. They will still appear on this screen to help you select
the column headings. They will no longer appear after you click Next.

Trailers Select the number of trailer rows contained in the import file. Options include “No

Trailers” (default), and the values 1-9. When the file is imported, these trailer fields will
be ignored.

Check Box if Dollar
Amounts Have an
Implied Decimal

Check this box if the imported file has implicit decimals. If your file has decimals, leave
this box unchecked.

Column Headings Select a heading name for each column from the drop-down list. The list consists of the

basic information such as name and Social Security number, all the optional fields for the
plan and an entry for each available source in the plan. To bypass a column, including
name, select Not Applicable.

Screen Options

e Click Save to save the template.

¢ Click Next to save the new template and perform validations. See the section below for possible error
messages and their meanings. This step also removes formatting marks from the imported data.

e Click Cancel to return to the previous screen.
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Map Column Header Screen

If you import a file other than an Excel or .csv, you will see a screen to select columns to appear in your

new template.

You can select an existing template or create a new template by selecting the options below:

Select Existing Template: — Seleci— LJ Create New Temalate

Mew Template Name: | oy

Headers: | Mo Haadars ‘I'I Trailers: [Mo Trailars "'I
Available Columns

[ ;- !

Last Mama Fleae enter the 55N cobume width
First Marne

Middla Init "
Addressi
Addressz

Ciky

Shale

Zip Code
Country

Drate of Birth
Diste of Hire
Hak Applicable

Howe Up

Maowe Down

1 | » -

Map Column Header Screen

Select a column header from the left-hand menu and click =*=* . A column width prompt will appear where
you must enter the number of characters that your column can be. Enter the number and click OK to add it

to the Selected Columns list on the right. The selected columns will appear in your new template.

To remove a column head from the Selected Columns list, highlight it and click ==,
Fields

Select Existing Template | You can select an existing template here if applicable.

New Template Name
Headers

Trailers

Screen Options

Or you can enter a unique template name here.
Enter the number of headers (1-9), or “No Headers” if your file has no headers.

Enter the number of trailers (1-9) or “No Trailers” if your file has no trailers.

e Edit the column order using the Move Up and Move Down controls on the right side.
¢ Click Next to advance to the template confirmation screen. You can review the template information

before saving.

e Click Cancel to return to the previous screen.
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Existing Template Screen

If you select an existing template you will see the screen below. Existing templates can be modified and
saved. Simply make any changes you need to make to any editable field, just as in the new template
screen.

2= Add/
Enroliment

= Participant
Update

25 Contribution

=5 Pending / Submitted
Batches

%5 Lean

Repayment

Current Plan: 555555 - Retirerment Savings Plan

Existing Template:

Standard

Headers:l Mo Headers 'I

Trailers:INu Trailers 'I

This template can be modified by selecting a new heading from the drop down list. To bypass a column, select
Not Applicable.

1 2 3 4 5 6
[[ssn =|[FirstName  =|[Middie it ¥|[LacstName =] [AddressT =] [[Chy ~] [t
SSEN F Marme M Marme L Marme Address City Sta
145820001 Johin M Smith 401 Atriumn Drive | Somerset Ml
145820002 Jill A Jones 402 Atriumn Drive Somerset M
145820003 George D Miller 403 Atrium Drive Somerset N
4 | b

Click SAYE to store template or
MNEXT to save and continue

Existing Template Screen

Fields

Existing Template Template name

Headers The number of headers can be selected.

Trailers The number of trailers can be selected.

5l Note: If you previously had Plan Entry Date within your template, it will now show as N/A since you
no longer need to enter it; the system will automatically assign the current date.

Screen Options

e Click Next to perform validations and save the new template. See the section below for possible error
messages and their meanings. This removes any formatting marks.

e Click Cancel to return to the previous screen.

o If there are any errors in the imported data, then the Error Messages screen will appear with error
information.

o |[f the data is validated, then you will advance to the Verification screen.
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Error Correction

All errors must be corrected before the new template can be saved. Click View Error Messages at the

bottom of the screen to view the error details. Find the problems and correct them manually by clicking in
the cell and typing the correct data.

— Note: You must click Next from the Template screen and advance to the error correction screen in

order to correct fields.

This template can be modified by selecting a new heading from the drop down list. To bypass a column, select
Mot Applicable. ]
1 | z | 3 | 4 | 5 3 [
|SSN jll First Name j | Iidcle Init jll Last Mame j |Addmssl j |C|t)-' j IE
SSH F Mame b Nams |L Mame Address City Statg
145220001 Johin 1] |5n1ith 407 Akrirn Dirive Cmerzet HJ
Click on a fisld 145520002 Jill ) |Jcne¢ 402 A Drive Samerset HJ
and type to  —— 145820003 Gecigs L8] | Mites 402 atrimn Drive Somerset HJ
correct a field
4| | 3
View Error Messages

All errors must be

MNEXT to save and continue o :
corractad bafore the
file can be saved

i Add/ &= Participant 55 Contribution i3 Pending / Submitted = Loan
Enralimant Update Batches Repayment

Current Plan: 555555 - Retirement Savings Plan

Please select view error messages below to see errors

Existing Template: Standarnd Headers: | Mo Headers Y| Trailers:lNcl Trailers vl

Click SAYE to store template or

Click the Mext
button to resubrit
the Ffile

Click the Save button to save
changes to the template

Error message after data validation

Fields

All fields can be edited on this screen by clicking on the field.

Screen Options

Click Next after correcting errors to re-validate and save (if there are no errors).
Click Cancel to return to the File Browse screen.

Click View Error Messages to open the Error Messages screen.
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Error Message Details Screen

Error Messages

Batch: Loans
Batch Mame: 02-08-2010

Payroll Date: 2010-03-08
Payroll Seq: 1

Error messages are displaved in red while warning messages are displayed in blue,

|Errur Message
|LI-JIIIIE'E'EE Interest to apply + LH333 exceeds LH330

S5M
111222333

Hame
PARTICIPAMNT, JOE

=elect the DONE button to close this window,

Select the PRINT button to print the error messages,

Error Message details

This screen opens in a new window to display the errors from the imported file. Use these messages as a
guide to errors. They can be corrected by clicking in the field and typing directly into it.

e Click Done to close the Error Messages screen.
e Click Print to print these errors.

Error Messages
Validations and corresponding error messages include:

Error Message Validation Notes

“Batch Total Must Be Greater
Than Zero”

“Loan number cannot exceed 3
digits”

“Loan payment amount should be
equal to the expected amount or a
multiple of the expected amount”

“xx-xx-xxxx - Social Security
number must be 9 digits.”

“xxx-xx-xxxx- Participant Social
Security number not found.”

Example “<Field> cannot be
negative”

Example “<Field> is limited to two
decimal places”

Example “Error in column 4:
<Field> already exists”

Example: “Select heading for
column 2”

Verify that the total contributions in
the file are greater than zero.

Verify that <field> is <number> digits.

Appears if Loan Matching is enabled
in the Admin section and loan
amount is not equal to the payment
amount or is not a multiple.

Verify that the SSN has nine digits.

Verify that the SSN exists in the plan.

Verify the amounts do not have
negatives or parenthesis.

Verify that the dollar amounts do not
have more than 2 decimal places.

Verify that the same column heading
has not been selected twice.

Verify that column headings have
been selected.

Total contributions must be greater
than zero.

Add lead zeros if loan number is less
than 3 digits.

The error message will display the
column heading.

SSN is not nine digits.

Appears if the SSN not in the
recordkeeping system.

The error message will display the
column heading.

The error message will display the
column heading.

The error message will display the
column heading and the expected
length.

The error message will display the
column heading number.
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Verification Screen

This is the final step in importing the file. No further changes will be allowed after this screen.
Screen Options

¢ Click Finish to submit the participant data. This may take a few seconds.

e Click Cancel to return to the Browse File Screen.
Confirmation Screen

This screen confirms that the participants in the imported file have been successfully added. Click Done to
return to the Welcome screen.
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Troubleshooting Common Issues

e Contribution/loan repayment submissions cannot be “scheduled;” the submission is done in real time
(this may be an issue if you are going on vacation, for example).

o If a participant is being enrolled online, then an Enroliment Form should not be used; rather, the
participant’s contributions will be invested in the plan’s default investment until such time as either a
Change of Investment Elections form is submitted or the participant changes investment elections
online or by telephone.

e If enrolled online, and the plan’s default investment is the suite of Retirement Date funds, the plan
sponsor will receive an error message when trying to submit a contribution for that person. The solution
is to notify the Program via e-mail to update that person’s investment elections with the appropriate
Retirement Date Fund for his or her age. The contribution can then be processed and the participant will
always have the ability to change investment elections going forward.

e The plan sponsor will receive an error message at the participant level if trying to submit 401(k)
contributions for someone whose deferral limit has already been met.

¢ If a manually entered batch is locked in “Open” status (as opposed to “Ready to Post” or “Ended with T-
Post Errors” status), this occurs when the batch is saved. To submit the batch, select the batch and
click the Edit button. Once you're in the batch, select Next and the batch should be ‘Ready to Post” or
“Ended with T-Post Errors.” To avoid the batch going to “Open” status in the future, do not save the
batch but select Next instead.

o If submitting Roth 401(k) contributions as well as traditional pre-tax 401(k) contributions, they should be
processed in separate contribution batches. This is also the case for catch-up contributions (submit in a
separate batch).

e Participants who are “rehired” will not appear as a regular active participant in the list of participants. To
address this, uncheck the box labeled “Display Active Participants Only.”

e Participants with a terminated status will not appear as a participant in the list. To address this, uncheck
the box labeled “Display Active Participants Only.”

e Care should be exercised when submitting contributions for a prior year in order to ensure that the
proper “Payroll Date” is showing (for example, when sending 2013 contributions in 2014, the Payroll
Date should be 12/31/2013).

e If an error message occurs, or if a batch contains an error, please send Voya an e-mail or call (800)
752-6313 to indicate the exact error message you have received. It would also be helpful to include any
other pertinent information, such as participant data, amounts, sources and payroll dates.
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System Security

Our Internet security strategy protects corporate and customer assets from unauthorized access at all
times and monitors activities of both insiders and outsiders to ensure that customer data is protected from
Internet abuse. In recognition of the fact that the Internet is a fast-changing environment and new threats
are always emerging, we contract with outside firms for scheduled and as-needed security audits of our
Internet security architecture and implementation.

All Internet servers are protected by firewalls. The firewalls support a configuration commonly referred to
as a “DMZ.” This configuration lets the firewall permit service requests from the Internet to the DMZ and
from the DMZ to internal databases. No databases are located in the DMZ. Secure connections using 40
or 128-bit encryption are available.

All servers in the DMZ, both UNIX and NT, are configured according to a standard process that certifies
the machines as “production ready” and secured to a standard acceptable to our Corporate Audit
department. The certification process enables controlled monitoring of the servers and logging of system
administrators’ activities to a centralized log server.

The firewalls themselves are similarly configured. They are monitored and secured according to a
certification process customized for firewalls. Today, all firewalls run on UNIX servers that can support up
to 16 Ethernet or Fast-Ethernet interfaces. Switches are used in DMZ rather than shared-media hubs, as
switches provide not only dedicated access, but also would prevent a compromised machine from being
able to “sniff” packets to/from the other machines in the LAN.

Firewall oversight includes 7x24 monitoring of firewall administrative activity (largely the loading of new
rule bases) and events logged by the server management processes.

The Certification Process
The Certification process is the first step in the process of security monitoring controls.

Certification starts with the configuration of a server for its specific purpose. As the operating system is
installed, processes are enabled or disabled. In general, UNIX servers “out-of-the-box” will run any service
and have a number of standard accounts set up. The certification process strips the machine down to its
bare necessities: required daemons, a cleaned-up version of sundial, minimal, if any, trust relationships to
other machines, and deletion of standard user IDs. NT servers are handled similarly at the operating
system level, the goal being to run only what is needed and with the latest security patches installed from
the start.

Monitoring processes are then installed that will enable 7x24 monitoring of the server’s important
processes. In the case of Web servers, the http daemon would be monitored. Each server is supported by
on-site and on-call staff identified prior to the server being placed in production. At the top level is the
application “owner,” who is responsible for investigating unusual or suspect application problems or
activities.

Intrusion Detection

Voya Financial uses intrusion detection software and has intrusion detection engines in all of our North
American Internet access points and DMZ. Alerts are generated to monitoring systems and, depending on
the severity, an investigation is begun or remedial action started. We receive updated attack patterns
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approximately every quarter and sooner if a dangerous attack is released. Intrusion detection is not virus
detection, which is handled by the LAN departments. Intrusion detection is a supplement to stateful packet
inspection in that it can inspect across multiple packets and into the data portion of a packet.

Intrusion detection is emerging as a powerful security function and we expect to continue to expand the
service to other [non-Internet] access points to our network and to use its more advanced remedial action
features to respond to network-launched attacks.

Vulnerability Scans

We contract with a top Internet security firm to run vulnerability scans against all firewall interfaces facing
the Internet. Scans are run quarterly and reports are presented within a few weeks of the scans.

We also use a commercial product to run our own internal scans and publish Web-readable reports for
management and audit reviews. The most significant purpose of the internal scan is to confirm that new
firewalls were installed per the certification standard and as a check against new vulnerabilities in
previously installed firewalls.

Firewall Log Analysis

Our firewalls are under the auspices of the security certification process. This enables system activity to
be logged and reviewed in a timely manner. In addition, this review is conducted independently of the
firewall design and installation processes. This separation of duties functions as a control point over the
network engineering departments involved in planning, deployment and support.

Session Timeout

The login session will expire after 30 minutes of inactivity. After 25 minutes, the following message
appears:

Microsoft Internet Explorer x|

9 Your session is about ko time-out in 5 minukes.
x,_'/ Click. "2k if more time is needed,
Current time is Friday, January 28th, 2011 10:37:47 AM,

Ik I Cancel

Click OK to continue working or Cancel to allow your session to expire
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