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New User Interface And Navigation

The ftwilliam.com user interface features several new functions to improve navigation and efficiency while still

allowing the same functionality previously available. Several key enhancements of the new user interface include:

A new home page that enables quicker access to commonly used features, as well as easier navigation.

A new "Navigation Bar" on page 8 that allows access to all of the plans on the site.

"Breadcrumb Trails" on page 13 illustrate your current location within the site.

Seamless integration.
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From the home page, you can easily navigate to companies and plans with Plan Search and Filter. On the left pane of
the home page you can quickly access technical updates, and functions such as Add Company, Batches/Workflow,

Portal, and the ability to Upload Plan Data. Several new and re-located features on the upper left side include:

Add Company

The Add Company feature allows you to create a new company.

Batches / Workflow =

The Batches/Workflow drop-down menu contains batch functions for Workflow, 1099, 5500, Documents,

Admin and Portal, depending on products you have purchased.

ftwPortal Pro = or ftwPortal Express +

The Portal drop-down menu allows access to most features available to Portal Pro and Portal Express cus-

tomers, such as View User Portal, Portal User Manager, Message Manager and Document Manager.

Upload Company/Flan Data

The Upload Company/Plan Data feature allows you to upload Company and Plan data using .csv files to create
new Companies and Plans on the system, or modify ones already there. The feature also allows you to upload
data files from other Document Software vendors, making it more efficient to transfer plan data into ftwil-

liam.com . Please contact support@ftwilliam.com for more details or assistance with this feature.

Plan Search / Filter

Flan Search

Company:

Plan:

Clear all Filters

The Plan Search box is a quick way to search for a Company or Plan using Company or Plan Name or Company ID or

PlanID. The Plan Search Filter will display partial matches as well, so typing the first few unique characters in a



Company or Plan's name will only display all Companies and Plans whose name contains those characters is often

enough to find the exact Company or Plan you are search for. In addition, you may perform advanced searches by

clicking on the Advanced button. The Advanced fields enable you to perform an advanced search using the

Employer's Identification Number (EIN), Plan Number, Plan Type, Plan Year End (in Section A. General Information),

5500 Admin, Document Admin and/or Compliance Admin. There is also an option in the Advanced search to display

plans that have ALL modules indicated as 'No' for 'Resp' on the Edit Plan screen. Note: Indicating 'No' for 'Resp' for

all of a given plan's modules will hide the plan from the Plan Search functions unless the 'Show Non-Resp Plans' box

is checked.

Flan Search

Advanced Options

Company:
Plan:

EIM:

Plan Number:
Plan Type:

Plan Year End:

5500 Admin:
Document
Admin:
Compliance
Admin:

Show Non-Resp
Plans:

Clear All Filters

Edit Company

Flan Documents

IRS Forms

5500

1099

Admin

Portal

Checllist

To hide the Advanced search options, click the Simple button.




The large Search Results box below the Plan Search box provides the quickest access to a software module for any
plan by clicking on the drop-down menu next to 'Edit Plan' or by clicking on the Plan Name to click on the module
that appears below the Plan Name. Note: The Search Results box displays all companies and plans by default. To nar-

row you plans down, see the above section on Plan Search.

Test 401k Plan_ | == Plan Name

= Company Name Edit Plan | =

Plan Documents RS Forms 5500 1099 || Admin Portal Checklist

Navigation Tools

The Navigation Bar is located at the top of most screens to allow quick access to the Wolters Kluwer logo button,
other Plans and modules, user profiles, support, suggestions and logging out. You can move around the site with just

a few keystrokes or clicks.

Navigation Bar

iﬂ. Wolters Kluwer ~ Go | = Workflow |~ | | % Luser v

The new navigation bar hosts the ability to navigate to nearly any module or location in the site in a few keystrokes

or clicks. Anywhere in the site, you can find the:



Wolters Kluwer logo button

.;{E) Wolters Kluwer ~

ﬁ' Home

& Eedit profile
Company / Flan 3
Batches 3
ftwClient Manager 2
ftwPortal Pro 3
Reports »
Downloads 3

Administrative Tasks 3

@' Support »

B8 Log out The logo button is always accessible in the top left corner in the "Nav-

igation Bar" on the previous page; it features instant access to administrative, Portal, and ftwClient Manager

functions, including:
o Edit your user profile,
o Add a company, or plan, search plans, or upload a plan in the Upload Center,

Add Company
Edit Company
Delete Company
Add Flan

Edit Plan

Delete Flan

Plan Search

Upload Flan Data

¢ Batch functions, for 5500s, 1099s, Annual Notice, Welfare SBC, and Portal Batches,



5500 Batch / Workflow
1099

BEatch Annual Notice
Batch Welfare SBC

Cnline Annual Questionnaire
Annual Questionnaire

Census Waorksheet

Fortal Documents

o ftwClient Manager features, such as the Workflow Dashboard or the Client Relationship Manager,

Workflow

Add Task

Add Project

CRM

Upload Contacts
Batch &Add Projects

Batch Update Flan Specs

Enter Time

o Portal Features,

View User Portal

Contact Manager

Me=s=zage Manager

Cocument Manager

Portal Document Batch

Portal User Edit Grid

Upload Portal Users
Download History

Portal User Help

o Administrative Tasks



Administrative Tasks

@' Support

[ﬁ Leg Cut

Portal / Worlkflow

Create Custom Checklist Edit Checks
Doc/SARSAFN Print Settings

Checl Qut New DC PPA A4 Styles
Defaults

Uzers

User Groups/Roles

Wiew Online Usage Agreement

-

SAR/AFM/8955-554 Defaults
ZZ7-Defaults

Default Online Annual Questionnaire

Various reports,

Compliance List

List of Deleted Plans

Document Provisions by Checklist
Selected Plan Provisions

Selected 5500 Provisions

Assorted downloads,

Blank Checklists

All Portal User Meszages

Blank Adoption Agreements for Prototype-Style Plans
IRS Letters for Pre-approved Flans

ftwilliam Signed Amendments for Pre-approved Flans

Select a plan

354

The new plan select bar allows you to jump to any plan you administer from anywhere on the site. You can

either click the arrow on the right side to view and select from all plans, or click the cursor in the text entry

field and begin typing the name of the plan. As you type, the results from the list will automatically filter.




denver]

University Of Denver Health Flan

University Of Denver Retirement Plan

If you enter text which does not match any company names, you will see a warning indicating that the search

does not match any plans.

boulder

i | The value entered is not valid.

The 'Go' Button | =° |~

The 'Go' button allows you to access any module available for the plan currently displayed in the plan select

bar at the center of the navigation bar. Click on the downward facing arrow next to the word 'Go' to jump

immediately to any of the modules available to that plan (such as IRS Forms, Admin, or Portal), or click Edit

Plan, or Edit Company to update relevant data. Clicking 'Go' itself will direct you to the Edit/Print Menu, where

you can edit plan data, and also access modules for the plan.

Workflow quick access features

Workflow | =

Add Task

CRM

Enter Time

The workflow menu button allows you to add a Task, or Project, access the CRM, or enter time

for a Project from anywhere in the site. The 'Add Task ' and 'Add Project' options in the navigation bar function

in Plan Context when a plan is selected.

Quick help link to edit your profile, contact us, or log out.

& FT. Wil v
&5 Edit Profile
'ﬁ' Contact Support

'ﬁ' Suggestion Box

@Lng Cut

The menu in the top right always displays your username. From this drop-down menu, you can




edit your user profile, contact us (support@ftwilliam.com) , or log out.
The option to quickly edit your user profile on the right side of the navigation bar enables you to set:

o First and last name,

o Display Name,

o Email Address,

¢ Phone Number,

o Option to switch between the new Ul (Use New Ul - Yes/No)

e Change Password.

The new quick edit profile option also allows you to select your Time Zone for calculating event times in your local

time. The ftwClient Manager accounts for your time zones when setting up a new Task to organize, or attend a meet-
ing.

For example, if your company's office is in California, but you work remotely from New York, and the meeting organ-
izer sends a Task to join a meeting, ftwClient Manager will add the event to your calendar based on your time zone,

not the meeting organizer’s . The default value for all users is central standard --‘America/Chicago’.

Breadcrumb Trails

ii) Wolters Kluwer ~ | ftwTest 401k Plan Go |+

Home > Edit Company = Edit Plan

Throughout the site you will notice a directory, or path to your current location known as a breadcrumb trail. The
breadcrumb trail shows your current location in the site relative to the Home screen, and allows you to easily and

intuitively go 'back' or 'up' in the path to any point by clicking the blue, underlined text.

Clicking the company name from the breadcrumb trail will direct you to 'Select Plan' screen, and clicking the plan
name will direct you to the Edit/Print Menu, where you can edit plan information, or select available modules from

the Print Menu.

The breadcrumb trail always begins with home, followed by either a company and plan, or a workflow or batch func-

tion.



3 Wolters Kluwer ~

Home > 1098 > 1099-R 2012 > Show Batches - 1099-R - 2012

New Windows/Dialogues

The new user-interface utilizes dialogues--frames that pop-up within the same window in your browser - for many

new features, rather than directing you to a different page and derailing your workflow. The new dialogues are mov-

able within the window frame, enabling you to view information on the page behind.

Workflow Dashboard

w Filters

Flan:

Show closed tasks:

Tasks Frojects

ProjectiD Description

=]
7<)
oh

Misc. tasksD

=]
[9=]
[=r]

Misc. tasks X
797 Misc. tasks Xl
798 Misc. tasks X2
Migc. tasks-9-
long-name @
Misc. tazsk=99 - bottles -
of - root - beer
Misc. tasksd -

Add Task |+

Module:

Service Level;

Wear E=st. Hours
2013 0.00
2013 0.00
2013 0.00
2013 0.00
2013 0.00
2013 0.00

another_really_long_name 2015

FinalDuelate
0000-00-00

(000-00-00
0000-00-040
0000-00-00

0000-00-040

0000-00-00

0000-00-00

Create Project X
Select a Project Template:

Misc. tasks -

Misc. tasks

Description:  Misc. tasks

Flan: L=l -

Assignee: -

Year:

| ok | | cancel |

Closed 100%
Closed 100%
Closed 100%
Closed 100%
Clozed 10:0%%

Dialogues disable the page 'behind' the pop-up; you can close the dialogue and return to the page by either clicking

the 'X' in the top right corner, or completing the operation for the dialogue (such as clicking 'Ok’ in the pictured

example of creating a project).




Contact Support And Suggestion Box

To improve the support process, the new 'Contact Us' form includes several new features to provide our support
team with any information relevant to your support ticket. Additionally, the new contact form includes a new feature

to submit suggestions for future enhancements to the ftwilliam.com software suite.To contact our support team, you

may go to any one of the following

« the button in the top right which is labeled with your username, and select 'Contact Support' from the drop

down menu. If you would like to submit a suggestion for a future enhancement to ftwilliam.com, select 'Sugges-

tion Box',

‘i) Wolters Kluwer ~ Go |~

Hom

s E Flan Search

Add Plan Company:

o the Wolters Kluwer logo button in the top left, then select 'Support' at the bottom then 'Contact Us,



- |
F
.,{E) Wolters Kluwer ~
ﬁ' Home
& Edit Profile lan Search
Company / Flan » Company:
Batches ] Plan:
ftwPortal Pro »
Reports k
Downloads 3
. . iearch Results
Administrative Tasks 3
2lan
'ﬂ' Support b | Contact Us
[E Log Out Suggestion Box
Upgrade - 8/20/2013 User Guides 3
ftwPro Amend Changes - E Portal User Help
g/19/2013 )
Email Updates
#955-55A Late Filing h Und
Motice Updates - e Tech Updates

o 'Contact Us' in the footer of any page.

© 2007-2013 CCH Incorporated or its affiliates | ||:|

The dialogue that appears automatically populates the form with your user name, email, and phone number as well
as the company, plan, and module you are viewing when applicable to help improve the speed effective support. If

your question does not pertain to the pre-populated fields, or to a plan other than the one that's automatically filled,
all fields in the support contact form are editable. Additionally, you can change the recipient of your message in the

contact support dialogue by changing the 'To' field to the recipient of choice--Suggestion Box or Support.



Contact Information

Email: support@ftwilliam.com
Phone: 800.596.0714
Address: 700 W. Virginia St.
Suite 305
Milwaukee, WI 53204

Submit a Question
Plan: |Example Plan 401(k)

Module: \orlflow
Your Name: || |Jzer

Your Email: |y User@wolterskluwer.com

Your Phone: (888) 555-0102

To: Support

Subject: Evample Mezsage
Message: Exanple Message Body|

L4 Send | | X Close

By using the contact form , our support team can speed up resolving issues by using information such as which web
browser you use, and plan checklist information which is not available by the traditional means of emailing contact

directly.

Grids

ftwClient Manager uses new grids, such as the CRM grid below, for many features in the site to enable quicker

access to plans, contacts, and other information.



I

Name Company Type Phone Email
1, Test _|4E2-' Compuglobalhypermeganet frye.nick@gmail.com
2, Test %Y Compuglobalhypermeganet nicholas. frye@wolterskluy
3, Test @','.' compuglobalhypermeganet nicholas. frye@wolterskiuy
Bean, Java _r@.' Alterra Coffee Roasters, Inc. Plan Sponsor B88-554-987T1 mike.ceclla@wolterskluwe
Brin, Sergey _|4E2-' Google, Inc. Trustee a00-753-5541 sbrin@google.com
Bunny, Bugsy _|4E2.' Looney Tunes Financial Advisor 288-444-5541 bbunny@looneytunes. com
Caffeinated, Joe _|4E'2.' Starbucks Corporation Plan Sponsor B00-123-4567 cive@starbucks.com
Cake, Patty _r@.' Baker's Man Bakery Trustee 359-852-7410 pcake@bakersman.com
Ceolla, Mike _|4E2-' EMP mike.ceolla@wolkerskluwe
Contact, Test _|4E2.' Test Company jason. hardies@wokerskiu
Dary, Legen @','.' Stinson’s Fine Suites Attorney 854-552-5541 ldary@stinsons.com
Dog, Astro &5 Jetsons, LLC D00-THX-1138 jared. marker@wolerskiuw
Gaga, Lady @ Born This Way Inc. Financial Advisor a7 7-054-7852 ladvi@gaga.com
Jetzon, Elroy _|4E2.' Jetzons, LLC 000-THX-1138 jared.marken@wolterskluw,
Jetzon, George @','.' Jetzons, LLC 000-THX-1138 jared.marker@wolterskiuw
Jones, Felix _r@.' Kat, Felx, and Jones Attorney S66-555-4321 jared.marker@wolterskiuw
Jones, Kat @ Kat, Felx, and Jones CRA SE5-555-4321 jared.marker@wolerskiuw
Jones, Tom _|4E2.' Kat, Felx, and Jones Financial Advisor 515-555-4412 jared.marken@wolterskluw,
Muffet, Little @','.' Curds & Whey LLC Plan Sponsor 321-566-6548 Imuffet@curdswhey.com
Page, Larry _r@.' Google Inc. Plan Sponsor B00-753-5541 Ipage@google.com
Postit, Peter _|4E2-' 3m Company Plan Sponsor a00-7168-9547 ppostit@3m.com
Stinson. Barnev ¥  Legen Waitforit Darv Attornevs Attornev 267-541-5211 bstinzoni@leaendarvatiorn

| Do with selected: = | Current View Total: 30 f Number Selected: 0 E

Filtering
IC

Name Company Type Phone Email
1 Test 5 romnusinhalhvnermenanst frue nirkifamail com

In grids which have text entry fields above each column, you can enter text to filter. After hitting enter or return on

your keyboard, the grid contents will automatically update to include only rows which match the entered text. To

remove the entered text, click the 'X' next to the filtered text you would like to remove and the grid will display more

results.



Pop-out

Clicking the pop-out icon in the top right corner of the grid will open the grid in a new window in your browser,

enabling you to maximize, or resize the grid. When the grid opens in a new window, the grid functions such as filters,

and automatically saving fields behave the same as when the grid is embedded in the page. @You can close the

pop-out window by clicking the red 'X' in the top-right corner of the grid.

Using the pop-out feature requires your browser to allow pop-ups; if the pop-out does not open a new window, or

tab, you must configure your browsers setting to allow pop-ups from ftwilliam.com.

Select/Unselect All
T
E_ _____________ MName
A Tont The top left corner of the new grids features options to select, or unselect all items in the

grid.The checkbox next to the column headers will select all items displayed on the grid, and only selects items cur-
rently displayed. Using the select all, in combination with the column filters provides a powerful resource for work-

ing with batches to select specific entries.
To unselect all plans, click the unselect all button .

Export Current View to CSV

The option 'Export Current View to CSV' will download a .csv formatted spreadsheet of the current contents of the
grid. This export option observes filters , and sorting in the current view and will create a .csv file with those mod-

ifiers in place.

Plan Document Software User Guide

PLEASE NOTE: this is intended to be a general guide to introduce you to the document software features
and structure. More detail is often provided at ftwilliam.com. At the top of every page you should find a
link to 'Help' and a link to contact 'support' (via email). You can also call us between 8 p.m. and 5 p.m.
CST at 1 (800) 596-0714 (you can also find this number at the bottom of every page in your account).

The Plan Document software helps you draft Plan Documents and other supporting documents as you complete the

online Checklist found on the Edit Plan screen. Some of the data entered within the Checklist automatically populates



sections of IRS Forms. Additionally, the Administration software will automatically pull data from the Plan Checklist

where applicable when you add a new plan year end to a plan for the first time.

To get started, you will need to add a company and plan by clicking on the Wolters Kluwer logo button in the top
left corner, select Company/Plan, then click Add Company. Or, form the home screen you can click the Add Com-
pany, and Add Plan buttons in the top left. To get to the Home screen from anywhere in the site, you can click the
Home under the Wolters Kluwer logo button, or click Home at the root of the bread crumb trail just below the

"Navigation Bar" on page 8.

\ﬂ Wolters Kluwer ~

Home > Portal Documents Batches > IEL10 = Download History
‘_.d
&) Wolters Kluwer ~

ﬁ' Home

[ . . ]

i Edit Profile lan Search
Company / Plan ¢ | Add Company
Batches ¥ | Edit Company
ftwClient Manager ¢ | Delete Company
ftwPortal Pro k¥ | add Plan
Reports ¥ | Edit Plan
Downloads } | Delete Flan

Administrative Tasks ¥ | Blan Search

&

o Support ’ Upload Flan Data

E Liog Out .

+ Add a Company

When you add a new company, if you enter an EIN which matches a 5500 record from the previous year's fil-
ing, the 55AutoFill (patented) feature will allow you to import company and plan information from previous

5500 filings. All you need to do is enter the plan sponsor's taxpayer identification number and basic plan and


http://www.ftwilliam.com/product5500.html#Highlights

company information for that plan sponsor are automatically imported for your use - even if you did not use

our software in any previous year.
o Select a Company

To edit or delete a company you've already created, go to the Home page and select one of the company's
plans from the plan list (you can find those plans quicker by using the "Filtering" on page 18 options for the
Plan Grid). You can also select a company to edit by selecting Company/Plan from the Wolters Kluwer logo
button and clicking Edit Company, then select the company you would like to edit from dialog that pops up. If
you have a long list of companies, you can filter by company name when typing into the company filter at the

top.

Select Company
Filters: Company: ||

Company Mame

Acme
Compuglobalhypermeganet
My test company’s test name
Test Company 1

Test Company 2

Test Company A

Test Company B

Select Company Close

« Delete a Company

You can also delete a company using the drop-down option from the Wolters Kluwer logo button by selecting

Company/Plan, then clicking Delete Company. You can only delete a company if it has no associated plans.
Edit Company

After you've selected a company, you can enter and update company data from the Company Data checklist. By
default, the list will display all relevant sections of the checklist; fields which are not applicable based on other

answers will not be displayed, and in their place you will see a F sign to expand the section --e.g. 10b: Union Rep-

resentative will not be displayed unless 'Union' is selected for 10a.

For more info on each entry, you can hover you cursor over the | icon next to the Company Checklist to see a brief

summary, or click on the 2] to read a longer description.



a Wolters Kluwer ~ [* select a plan...

Home > Edit Company

Company |
Company: |Acme | v| ID:
» Dele
Plan: |SE-'E::E a plan... | v| * Add
Update unlocked 2013 + 5500s and 8955-55As with applicable data from this page. 77
Update unlocked 2013 + 1099s with applicable data from this page. 77
Company Data Expand All Applicabl

¥ Company Information:

b Additional Company Information:

¥ Contact Information:

= Motes:

30. Notes @&

_ _
Add A Plan

After you have created a Company, you can add new plans to associate with a company. If you used 55Autofill to add

a Company, all plans reported to the DOL which are associated with the EIN will be added to the system for you.



Company Menu

¢ [Delete Company
. ~

Add Flan

To add a plan to a company, you can either select Company/Plan from the

Wolters Kluwer logo button, then select Add Plan, or from the Company Data checklist click Add Plan from the

Company Menu in the upper right. You may also add a plan via file upload.
Responsible For

The ‘Responsible For’ option displays on the Edit Plan screen below each module you have purchased within the Plan
Modules box. With this option you can select whether your firm is responsible for the tasks in each module for the
plan, such as filing 5500s, or completing compliance testing. These values are referred to within workflow grids, and
can be used to hide the plan from your plan/batch lists. If you are no longer responsible for managing a plan, but do
not want to delete the plan, you can set 'Resp' to No for each module. This will prevent the plan from appearing in

the plan list in the navigation bar, and from the plan list on the Home screen by default.

Clone A Plan

Flan Menu
s Convert Pla
& Clone Plan
s [Delete Fla
* Show Histor
¢ Workflow Plan Specifications
* New & Coming Soon!
If you would like to add a plan which is very similar or identical to another

plan, you can clone the original plan rather than creating a new plan and re-entering the information. Cloning a plan
will copy the checklist answers of the selected plan to a new plan for an existing company that you have created on
the system. If you would like to add the plan to a new Company, you will need to create the company prior to cloning
the plan. You will not need to create a new plan, which will be done by the Clone Me feature. To clone a plan, simply
navigate to the Edit Plan screen by either selecting the plan in the "Navigation Bar" on page 8, or from the Home

screen. In the Plan Menu click Clone Plan, then in the next screen, select a company to associate with the cloned



Clone a Plan

Name of plan that will serve as the basis of the new plan: Test 401k A

Select the Company for which the new plan will be created:

Company: ; Acme L

Clone Plan

Cancel and return to previous page

plan

Delete A Plan

Deleting a plan will permanently remove the plan from the system, as well as all completed forms and filings. If you
might need access to the plan again in the future, we recommend you mark the plan as one you are no longer

responsible for. Plans you are no longer responsible for will not appear in plan search results.

To delete a plan, select the plan with the Navigation Bar, or click Edit Plan next to the plan from the Home screen.
From the Plan Menu in the top right beneath the Navigation Bar, click Delete Plan. You may cancel deleting the
plan on the following screen by clicking Cancel and Return to Previous Page, otherwise click Delete Plan once

more.



Plan Checklists

a Wolters Kluwer ~ || My test plan

Home > Edit Company = Edit Plan

Flan Menu

Company: |M'5F test company | s | ID: &
® o
Plan: |I'u'hr test plan | v| ID: & e Clo
Checklist: Prototype Non-Standardized 401(k) - EGTRRA : g:l
Details: EIN: 987654321 » PM: 1 = PYE: 777 * Wo
* Ne
* Vie

Flan Modules
5500 Fo 1099-R

Module [ Plan Documents ] IRS Forms —rms E

2013 - 2012 -
Resp Yes| v Yes| + Yes| ~ Yes| - | Yes| - | ¥
Admin DE| |:|2| |:|2| DE| |:|2|

Plan Checklist - Expand All Applicable / Expand All / Collapse Al
» A. General Information
» B. Eligibility

v C. Contributions

+ D. Vesting

v E. Distributions

» F. In Service Withdrawals/Loans

+ G. Plan Operations

» H. Top Heavy

» I. Custom Language

Items Below Do Not Affect Plan Document

v 1. Administrative Elections E




Edit Plan

The Edit Plan screen is the home page for each plan and enables you to access each available module for the plan,
such as Admin, 5500s, Portal, etc., as well as edit data about the plan itself. In the top left, you will see the basic

information about the plan, including:

o Company Name

o Plan Name

o Checklist Type

o Employer Identification Number, Plan Number, and Plan Year End (EIN, PN, and PYE respectively)
o Company ID* - a Unique ID for the company assigned by an Admin user

e Plan ID* - a Unique ID for a plan assigned by an Admin user

*If you are an Admin user, a [l icon will appear next to the field. Click the icon to edit the field,

and the field will automatically save. Click the [£ icon to discard any changes you've entered.

This information is displayed on the home screen for all modules and the top right will feature functions for each
module. For example, in the Plan Document module, the Plan Document Menu allows users to choose between Word

and PDF output formats, Print IRS Letters for the plan, etc.

Using the drop-down options under Company Name and Plan Name, you can quickly navigate between plans and
companies you would like to work with. Selecting a different Company Name will direct you to the Edit Company
screen with that company selected; selecting a different Plan Name will not change which screen you are currently

viewing but will change which plan you have selected
Checklist Type

All plans on ftwilliam.com are associated with a checklist type of one of the following depending on the document

packages you have purchased.
Retirement Plan Documents:

Prototype Non-Standard 401(k) - PPA
Prototype Non-Standard 401(k) (Answers Only) - PPA
Prototype Non-Standardized Money Purchase

Prototype Non-Standardized Target Benefit
Prototype Standardized 401(k) - PPA



o Prototype Standardized 401(k) (Answers Only) - PPA
« Prototype Standardized Money Purchase

o Volume Submitter 401(k) Prototype Format - PPA

o Volume Submitter 401(k) Prototype Format (Answers Only)- PPA
o Volume Submitter 401(k) - PPA

o Volume Submitter Profit Sharing - PPA

¢ Volume Submitter Money Purchase

« Defined Benefit Pension Plan (Proto Format)

« Defined Benefit Pension Plan (ID Format)

o Cash Balance Plan (Proto Format)

o Cash Balance Plan (ID Format)

« Employee Stock Ownership Plan

o Employee Stock Ownership Plan 401(k)

o Section 403(b) Plan (Full Scope)

o Section 403(b) Plan (Limited Scope)

« Welfare Plan Documents:
« Cafeteria Plan
e Premium Only Plan
o Health Reimbursement Arrangement
e Trans Spend Acct
e Wrap Plan
« Non-Qualified Plan Documents:
o Section 457(b) Plan
o Section 409A Plan
e Misc (1099, 5500 or Admin Software)

Note: If you have not purchased a plan document module you will only have access to the '‘Misc' plan checklist type.
Plans using the Misc. checklist have access to the General Information section on the Edit Plan screen. Plans using

the Misc. checklist can still be used for all modules except the Plan Documents module.
Converting Checklist Types

You may change the Document Checklist Type for a plan using the Convert Plan function in the Plan Menu in the top

right. You can change between different retirement checklist types, or between welfare checklist types, but if you



need to convert a plan checklist from a retirement plan to a welfare plan, or the other way around, you must first

convert the plan to a 'Misc' type, then complete the conversion.

Designated Admin users may "Revert " on page 44 converting a plan from the Show History menu as well, but you
cannot revert changes made to the plan prior to conversion without converting the plan checklist type back, since the

Revert function rolls back the Plan Checklist to a prior state.
Print Checklist

You can also print the selected checklist and responses to a .rtf file at the top of the Plan Checklist section by clicking

the Print icon. Per plan document customers will not be billed for printing checklists.
Editing the Checklist

Each checklist type features different sections, and fields though you can edit them all the same. To display the con-
tent of any section, click anywhere on the section next to the section letter index A-J, and all the relevant checklist

options will appear for the selected plan's Checklist Type.

The sections listed will vary depend on the checklist the plan is using. To view the checklist questions in each section,
you can click Expand All, Expand All Applicable, or click the section header itself. Expand All will display all check-
list questions even if they are disabled from the response of another checklist question. For example, if question 4b

for a Prototype Non-Standardized 401(k) plan is 'No', questions 4ci, and 4cii will still be listed, but will appear grayed

out and disabled (unable to enter text, or select an option).

4b. The Plan has a short plan year: (7] Yes [ (@ No
dci. If A.4b is Yes", enter the start date of the sho an Yea 'flfi'
4cii. If A.4b is Yes", enter the end date of the sho an Yea (2]

Expand All Applicable will still list the blank entry, but not display the question or entry field:

dh. The Plan ha=s a short plan year: '@:‘ Yes [ (@) No

You can also expand each section one at a time by clicking the section name, as well as each sub-section.



After making an entry in a text or date field, you do not need to click any buttons to submit; when you move your

cursor the field will automatically save: clicking elsewhere on the page, or pressing the Tab key, for example. When

the document checklist has been successfully updated, you will see a confirmation icon (EJ) next to the updated field.

If the field fails to update, you will see the failed upload icon (|:|). If you cannot update the text field, try refreshing

the page to verify you are still logged in, and that you currently have an internet connection.
ZZZ - Default Plans

When you add a new plan any necessary plan specifications are automatically populated using defaults set in special
plans called 'ZZZ-Defaults' (unless you added the plan using 55Autofill or by cloning a plan). Before adding new plans,
you may want to start by opening the default company plans and updating the default plan specifications. '2ZZ-
Default' settings do not affect existing plans, and are only used when creating a new plan. All 'ZzZZ-Defaults' are
unique to each plan type: for example, the defaults for a 401(k) Prototype Non-Standardized plan will not affect new

Volume Submitter 401(k) plans.

Designated Admin users and the Master user can edit ZZZ-Defaults by clicking the Wolters Kluwer logo button,
selecting Administrative Tasks, then clicking ZZZ-Defaults under Defaults . You can edit the default "Plan Check-

lists" on page 25 just like other plans.

You may also copy the checklist answers to a new plan in any company instead of using ZZZ-Defaults by clicking on
the Clone Me link next to the Checklist name. Cloning a plan will copy the checklist answers of the selected plan to a
new plan for an existing company that you have created on the system. If you would like to add the plan to a new
Company, you will need to create the company prior to cloning the plan. You will not need to create a new plan,
which will be done by the Clone Me feature. To clone a plan, simply navigate to the Edit Plan screen by either select-
ing the plan in the "Navigation Bar" on page 8, or from the Home screen. In the Plan Menu click Clone Plan, then in

the next screen, select a company to associate with the cloned plan.

Clone a Plan

Mame of plan that will serve as the basis of the new plan: Test 401k A

Select the Company for which the new plan will be created:

Company: ;Acme L

Clone Plan

Cancel and return to previous page




SIMPLE 401(k) User Guide

The SIMPLE 401(k) plan is a type of 401(k) plan that is exempt from ADP, ACP, 401(a)(4), and top-heavy testing as
long as specific requirements are met. Coverage testing, annual additions, and elective deferral limits will still apply

to a SIMPLE 401(k) plan.

WHO CAN ESTABLISH A SIMPLE 401(k) PLAN?

Any employer who is eligible to establish a 401(k) plan and who has no more than 100 employees can establish a
SIMPLE 401(k) plan. In any calendar year that an employer maintains a SIMPLE 401(k) plan, they cannot maintain
any other type of retirement plan. SIMPLE 401(k) plans are still subject to the Form 5500 filing requirements.

WHAT ARE THE CONTRIBUTION REQUIREMENTS FOR A SIMPLE 401(k) PLAN?

A SIMPLE 401(k) plan has mandatory contribution requirements. The plan must give either (1) a matching con-
tribution of 100% on the first 3% of compensation deferred or (2) a non-elective contribution of 2% of compensation,
but not both. Aside from elective deferrals and rollover contributions, no other employee or employer contributions
can be made to a SIMPLE 401(k) plan.

WHAT ARE SOME OF THE OTHER REQUIREMENTS FOR A SIMPLE 401(k) PLAN?

Limitation year, plan year and determination period must all be the calendar year.

o Compensation must be defined as unreduced W-2 compensation.

All plan assets must be fully (100%) vested. This includes any assets that were subject to a vesting schedule

prior to the adoption of the SIMPLE 401(k) provisions.

Notice must be provided every year to all eligible employees.

HOW SHOULD A SIMPLE 401(k) PLAN BE SET UP ON THE ftwilliam.com DOCUMENT SYSTEM?



Below is a chart that lists the questions that must be set a certain way to ensure that the SPD and SIMPLE 401(k)

notice populate correctly.

Edit checks will trigger to help guide you in setting up the SIMPLE 401(k) plans when using PPA versions of the
Volume Submitter Prototype, Volume Submitter IDP, Prototype Non-Standardized, and Prototype Standardized 401

(k) documents, including the Answers Only versions.

Please note that this chart includes the responses for plans that have matching contributions and plans that have

non-elective contributions.

Question Required Response
Plan Year End (Month Day) December 31
Limitation Year means Calendar Year

Voluntary (after-tax) Contributions are permitted (If "No", questions regarding Vol-
No
untary Contributions are disregarded)

Definition of Compensation for purposes of allocations W-2

For purposes of allocating Employer Contributions, Compensation is determined over
Calendar year
the period specified below ending with or within the Plan Year

Include deferrals in definition of Compensation Yes
Deferrals included for purposes of Matching Contributions (Match Only) Yes
Deferrals included for purposes of Non-elective Contributions (Non-elective Only) Yes
Exclude pay earned before participation in Plan from definition of Compensation No

Exclude pay earned before participation in Plan from definition of Compensation For
No
Matching Contributions (Match Only)

Exclude pay earned before participation in Plan from definition of Compensation For
No
Non-elective Contributions (Non-elective Only)




Exclude other pay from definition of Compensation for the following Participants

No

Exclude Employees covered under a collective bargaining agreement from definition

of Eligible Employee

Exclusions must match between the different

sources allowed

Exclude leased Employees from definition of Eligible Employee

Exclusions must match between the different

sources allowed

Exclude nonresident aliens from definition of Eligible Employee

Exclusions must match between the different

sources allowed

Eligibility for Matching Contributions (Match Only)

Same as Elective Deferrals

Eligibility for Profit Sharing Contributions (Non-elective Only)

Same as Elective Deferrals

This is a safe-harbor plan exempt from most testing N/A
Maximum Elective Deferral contribution as a percent of Compensation (enter "100%"

100%
if no limit applies)
Indicate whether a lower maximum Elective Deferral contribution applies for HCEs No
Plan provides for automatic enroliment None
In order to share in the allocation of Matching Contributions, a Participant is required
to be employed by the Company on the last day of the Plan Year or complete Hours of | No
Service in the applicable Plan Year (Match Only)
In order to share in the allocation of Matching Contributions, a Participant is required

No
to be employed by the Company on the last day of the Plan Year (Match Only)
In order to share in the allocation of Matching Contributions, a Participant is required
to be employed by the Company on the last day of the Plan Year or complete at least No
the Hours of Service specified below in the applicable Plan Year (Match Only)
Modifications shall be made to the service described above for an allocation of Match-

No

ing contributions (Match Only)




Matching Contribution formula (Match Only) Single rate
First rate of Matching Contributions (without % sign - percent of elective deferrals

100
match) (Match Only)
Maximum amount of Employee contributions matched (without % sign - maximum

3
percent of compensation matched at rate above) (Match Only)
Further discretionary Matching Contributions may be made in addition to those

No
described as first - third steps (Match Only)
Further fixed Matching Contributions will be made in addition to those described as

No
first - third steps (Match Only)
Plan limits Matching Contributions to a maximum amount/percentage in each Plan

No

Year (Match Only)

Continuing Eligibility for Profit Sharing Contributions (Non-elective Only)

Pursuant to options selected below

In order to share in the allocation of Profit Sharing Contributions, a Participant is

required to complete Hours of Service in the applicable Plan Year (Non-elective Only)

No

In order to share in the allocation of Profit Sharing Contributions, a Participant is
required to be employed by the Company on the last day of the Plan Year (Non-elect-

ive Only)

No

In order to share in the allocation of Profit Sharing Contributions, a Participant is
required to be employed by the Company on the last day of the Plan Year or complete
at least the Hours of Service specified below in the applicable Plan Year (Non-elective

Only)

No

Amount of Profit Sharing Contributions (Non-elective Only)

Other

Enter the other Profit Sharing Contribution amount (Non-elective Only)

Amount needed to meet the SIMPLE 401(k) Con-

tribution requirements

Profit Sharing allocation formula (Non-elective Only)

Fixed Amount




Profit Sharing Contributions are subject to a minimum amount (Non-elective Only) No
Profit Sharing Contributions are subject to a maximum amount (Non-elective Only) No
Plan also provides for an allocation formula required under a collective N

o
bargaining agreement (Non-elective Only)
Plan also provides for a Prevailing wage allocation formula as regular N

o
Profit Sharing Contribution (Non-elective Only)
Plan also provides for a Prevailing wage allocation formula as QNEC N

o
(Non-elective Only)
The Plan may accept voluntary contributions to deemed IRAs No
Matching Contribution Account Vesting Schedule (Match Only) 100%
Profit Sharing Contribution Account Vesting Schedule (Non-elective

100%

Only)
Plan has a vesting schedule other than the schedules described above No
Retain old Profit Sharing Vesting for pre 2007 contributions (Non-elect- \

o

ive Only)




Publishing Plan Documents

In the Plan Document module screen, you can print all the relevant forms and documents for the selected plan type.

Plan Documents

Note: Documents and forms may not generate correctly if the status for any section is "NOT-OK" or "???". If the
status for any section is "NOT-OK" or "???", the first page of each downloaded document or form will contain a warn-

ing to that effect (you can always print a document even if you have not passed edit checks).

You can print the Plan Document by clicking Plan Document or Adoption Agreement. Note that you must generate
Basic Plan Documents individually and the Basic Plan Document is not selectable for use with options in the Do with
Selected menu, such as Print to One File, Download to ZIP or Publish to Portal. Clicking any other link in the Docu-
ments / Forms menu will download the respective document in .rtf or .pdf format depending on what you have selec-
ted from the 'Document Format' drop-down in the top right. On most desktop computers .rtf files will open in

Microsoft Word and .pdf files will open with Adobe Reader/Acrobat.



3. Wolters Kluwer ~

Quick-E Mart 401(k) (div A)

Details:

Plan: Quick-E Mart 401{k) {div A)

Home > Edit Company > Edit Plan = Print Plan Documents

Company: Quick-E Mart (div A) test -

-

ID: QuickE
ID: QuickE

Checklist: Prototype Non-Standardized 401(k) - EGTRRA
EIN: 222222222 » PN: 001 = PYE: 7?77

Flan Documents Menu

ftwPro Amend

* [Document Format:

* Frint IRS Letter for
¢ View Plan Docs D

Documents f Forms

Plan Document
Adoption Agreement

[] Download Basic Plan Document

Required Amendments *

DC PPA Amendment

2011 Required Amendment
2012 Interim Amendment

Custom/Workflow

MEP/APA
Joinder Agreement

Summary Plan Description
Summary Plan Description

Highlights
Sponsor Highlights
Farticipant Highlights

Administrative Policies
QDRO Procedures
Funding Palicy

Model/Sample Amendments/Agreements

Consent

Amendment

Termination Kit non MP

Trust Only
EGTRRA Summary

Ooo0OoOoOoEO

O

Short Plan Year Amendment

Cease Safe Harbor Match Amendment

Ceasze Safe Harbor Monelective Amendment

2012 DC Termination Amendment

g
2
3
i

OOoOOoOoOOoOo0OoOoOoOoO@OO

Dreferral Agreemer
Deferral Agreemer
Bonus Deferral Ag
Self Employed Def
Beneficiary Design
Special Tax Notice
Distribution Electio
Roth Certification {
Beneficiary Dist Els
Inservice Distributi
Benefit Statement
Motice of Multiple =
Blackout Motice {

Do with selected: ¥ |

*NOTE: Documents generated after the required amendments have been released will have t

automatically.

Note: Per plan document customers will be charged each time you click Plan Document on Volume Submitter style

document, or Adoption Agreement for Prototype style documents. Per plan document customers are not charged



for generating supporting documents, such as Basic Plan Documents (BPD), Summary Plan Descriptions (SPD),
amendments, checklists, etc. Per plan customers will also receive a warning that you will be charged for generating
a document each time you click Adoption Agreement or Plan Document. We recommend that per plan customers
generate the checklist to review with clients prior to generating the Adoption Agreement or Plan Document. We also
suggest saving the Adoption Agreement or Plan Document to your computer once you have generated one. Annual

document customers are only charged the annual fee.

Once you create a document, you should save a copy of the document to your computer. Documents on the system
are updated from time to time. We fix documents for typos without notifying customers. Any time there is a new
checklist item or other similar change, we will notify customers. At the time we notify customers, the older version
of the plan will no longer be available. Note that even pre-approved documents can be changed after the time of
release (after obtaining approval from the IRS). We do always contact customers via a technical update if changes

have been made with detailed information on the changes.

Prototype Note: You will note that some items will appear blank on the adoption agreement. These items are
blanked to indicate that a response is not necessary. For example, if matching contributions are not allowed in a 401

(k) plan, all questions dealing with matching contributions will be blanked.

Select the document to print by clicking on the appropriate link within the ‘Documents/Forms' box. The links that
appear within the ‘Documents/Forms' box may be determined by the type of plan. For instance, "Termination Kit non
MP" will only appear for plans that are not money purchase or target benefit plans. "Trust Only" should only be an
option if the checklist question "Trust Agreement is contained in a document separate from the Plan document" in
Section G is answered "Yes" (it is a sample trust document you can modify and use if that is useful). You should con-
sult with an attorney to determine if any other documents may be necessary. See the Table of Contents Note above

for information regarding generating a table of contents for the SPD.

Please Note: Because of a quirk in MS Word, you often must save your plan document (if it contains a table of con-
tents) and SPD as a regular Word document (.doc) immediately after downloading. If you fail to do so, the table of
contents may not generate properly. After saving the plan document or SPD, you may generate the table of contents
by placing the cursor and pressing F9 in the text "<< Press F9 to Generate Table of Contents here >>" that is present

on the page immediately after the title page of the document.



Amendments

There are several types of amendments available on the system. All Amendments are located within the 'Docu-

ments/Forms' box on the 'Print Plan Documents' page for a plan.

o Sample amendment template. In the 'Documents/Forms' box, the link to 'Amendment' will generate a
sample Amendment template that can be used to create amendments to existing documents. For pre-
approved documents, we generally recommend copying and pasting the language from an existing adoption
agreement/document into the amendment template to help ensure you do not modify the pre-approved lan-
guage. This is an option for users that do not subscribe to the automated amendment, ftwPro Amend feature.

« Optional amendments. Some Amendments may be provided in case you should find them useful (termination
amendments, amendments to add/remove optional features). Some examples of optional amendments
include: Cease Safe Harbor Match Amendment, DBK Amendment, Roth Amendment (for 457(b) documents),
etc.

« Required Amendments. Required amendments are typically named "20XX Required Amendment". When
required amendments are released, updated plan documents are released at the same time. Pre-approved
documents will typically include required amendments as a tack-on amendment. Individually designed doc-
uments will typically have the changes incorporated into the document. This means that if new documents are
generated as part of a restatment for example, you do not need to separately create any required amend-
ments

o ftwPro Amend. Automatically generate a plan amendment, summary of material modifications (SMM) and
consent action for any retirement or welfare plan in prototype format (plan with an Adoption Agreement). This
amendment feature creates totally customized amendments based on revisions you have made to checklist
answers. Note: Answers Only document versions will generate the amendment as if it were a full version doc-
ument type so that all changes made in the checklist are displayed, including blank or inactive options. Note:
The ftwPro Amend feature is an add-on to the documents in prototype format. If you would like to learn more,

please contact support@ftwilliam.com or call 800-596-0714.
Forms

The forms available to print in the Plan Document module vary on the selected plan. For instance, loan documents
will only appear for plans that permit participant loans. To print any form available, simply click on the appropriate

form name.



Print Settings

Master Users and designated Admin users may configure print settings using the print settings dialog by clicking
Document Print Settingsfrom the Plan Documents screen, or under Administrative Tasks in the Wolters Kluwer

logo button.

Flan Diocuments Menu

|. ftwPro Amend | | E-Signed Docs |

* Document Format: Word - E

» Print IRS Letter for This Plan (Other Flans)
*« Document Print Settings {
* View Plan Docs Demo Video

5
:.:). Wolters Kluwer ~
ﬁ' Home
&  Edit Profile
Company [/ Plan 3
Batches »
fiwClient Manager 3
ftwPortal Pro »
Reports 3
Downloads 3
Administrative Tasks » | Portal f Workflow
@J Support y | Create Custom Checklist Edit Checks
M Log out Document Print Settings

SARSAFN Print Settings

Defaults

Users

User Groups/Roles

View Online Usage Agreement




Group Print Forms and Documents

You can select any forms and documents listed to print together as a single file, or as a collection of individual files
in a .zip directory. To print a batch of forms and/or documents, select the checkbox next to each form you would like

to print, or click Select All.

After selecting the documents/forms you wish to print, you can print the documents/forms by clicking the Do with
Selected button and click either download option Print to One File or Download in ZIP. Additionally, Portal cus-

tomers may publish plan documents directly to the Portal by clicking the Publish to Portal option.

Do with selected: +
Publigh to Portal

Download in ZIP

Print to One File

Note. There is an option to select the Document Format in the upper-right hand side of the page. In the Plan Docu-

ments menu choose between publishing plan documents as .pdf or .Word file when using Print to One File, or Down-

load in ZIP.

Flan Documents Menu
E-Signed Docs

* Document Format: Word - |ﬂ

» Individually-Drafted - Mo IRS Pre-Approval
Letter

» View Plan Docs Demo Video



https://www.ftwilliam.com/cgi-bin/HelpContent.cgi?Module=TPAPortal#question20.51

Show History screen

The Show History screen enables you to review all modifications made to plan documents, displaying which user

made the changes, when and what changes the user made. Designated Administrative users can also revert changes

made to plan document checklists from this screen.

Flan Menu

Convert Plan

Clone Flan

Delete Plan

Show Histary

Waorkflow Plan Specifications
New & Coming Soon!

To access the Show History screen, click Show History in the top right corner on the Edit Plan screen under the Plan

Menu for any plan.



Plan:

Details:

User

testuser

test user

testuser

rick:

nick:

nick:
Apu M.
Apu M.
Bevert nick
Revert nick
Rewvert nick
Rewvert nick
nick:
nick:
nick:

Apu M.
Apu M.

Apu M.
Apu M.

testusen

Type

ADD

UPDATE
GENERATE
GENERATE
GENERATE
UPDATE

UFDATE

UFDATE
UFDATE

Home > Edit Company = Edit Plan = History

Company: Quick-E Mart (div A} test

Apu's Pension Plan (div A)

Module

Flan Document

Plan Document

Flan Document

Flan Drocument

Plan Document

Plan Document

Flan Document

Flan Document
Plan Document
Flan Document
Flan Document
Flan Document
Flan Document
Docs

Flan Document
Flan Document

Portal

Portal

Portal
Portal

ID: QuickE #

ID: &

Checklist: Defined Benefit Pension Plan {Proto Format) - EGTRRA
EIN: 222222222 « PN: ?77? = PYE: 2?77

Document/Area

All

Misc-WL

Welfare-Cafe

Welfare-Cafe
Welfare-Cafe

Misc-WL

DefBen-DB

General Information

DefBen-DB
DefBen-DB
DefBen-DB
DefBen-DB

Adoption Agreement
Plan Document

Flan Drocument

Date

2014-02-04 10:

2014-02-04 10:

2014-02-04 10:

2014-02-04 10:
2014-02-05 11:

2014-02-05 11:

2014-02-05 11:

2014-02-06 10:
2014-02-06 10:
2014-02-07 12:
2014-02-10 16:

2014-02-10
2014-02-10
2014-02-11
2014-02-11
2014-02-11
2014-02-11

2014-02-11

2014-02-11
2014-02-11

16:
17:
10:
10:
10:

11

11

11
11

43

42

4457

45

45
15

122

145
155

16:00

17:13

3g:24

3g:24

0o0:
49:
59
03:
29:
29:

29

140

140

140
140

53
21
24
36
20
37

42

01

01

01
14

MNote

Added Via Cloning, ©
401(k) {div A);]

ConvertFrom=ProtoN
ConvertTo=:Misc:WL

ConvertFrom=Misc: W
ConvertTo=EGTRREA:

ConvertFram=Welfar
ConvertTo=:Misc:WL

ConvertFrom=Misc: W
ConvertTo=EGTRRA:

update=add;usernam

update=add;usernam
module=Document;

update=add;usernarm

Wiews500=Yes;

The Show History screen also shows history such as when documents were generated, forms were printed, and

updates were made changes to Portal users, etc for the selected plan. The Note column offers more details regard-



ing the change; all changes you have made in the Plan Document module are logged, and you can click Update in

the Type column to view any set of changes to the plan documents.

Transaction Log

To view the summary of a change set, click on Update which will provide a pop-up of the Transaction List.

T T T = =T TTT T T T = —

Transaction List )
Plan: Apu's Pension Plan (div A)
User: nick

Date Time: 2014-02-10 17:03:36 - 2014-02-10 17:02:44

Section Line No Question 0ld value MNew Value
A 23a Include Post Severance Compensation: Yes No

A.23a is "Yes", effective date of inclusion of Post Severance Compensation shall be

s =2 limitation years beginning on or after: IE B

A 23c Compensation is determined using Post Year End Compensation: Mo Yes

- 23d I_f ﬁ_t.2_3||: is "Yes", efFe;tive date of using Post Year End Compensation shall be (DISABLED) (BLANK)
limitation years beginning on or after:

A 234 If A.23c 1= "Yes", effective date of using Post Year End Compensation shall be (BLANK) something...

limitation vears beginning on or after:

Close

The top of the Transaction List provides the Plan Name, which user made the Update and the Date and Time range
of the session when the changes were made. Each time the user logs in, the Transaction List will record a new ses-
sion for all changes the user makes which lasts until the user logs out of the system. Additionally, changing a plan's
checklist by converting a plan will end the user’s session and start a new session, creating multiple entries in the
Show History log. The Section, Line No and Question columns refer to the part of the checklist that was changed. The
Old Value is the value prior to the change and the New Value is the value replacing the Old Value. Note: The user
may not have changed some of the values directly: due to other checklist options being enabled or disabled. For
example, in the screen shot above, Line 23a was changed to ‘No', which disabled Line 23b since the value was no

longer pertinent.



Revert

From the Show History screen, Designated Admin users can also revert changes made during each session and all

changes following that session effectively rolling back the Plan Document to the state prior to the selected entry. To
revert changes, click Revert at a point in the checklist change history that you would like to revert to. Note: Clicking
Revert will undo all changes made during the session you have selected. Reverting changes also creates a record in

the Show History log, and reverts can also be reverted.

Revert Plan Checklist Values

Plan: Apu's Pension Plan (div A)
Revert To: Values prior to 2014-02-07 12:00:58

Please confirm the resulting changes.

New values shown in bold.
Click "OK’ below to apply these changes.

Section Line No Question Current Value Revert Value Imposed Default
A 3a Original effective date of Plan: just a test (BLANK)
A 3c If A.3b i= "Yes", effective date of Plan restatement: yet another test (BLANK)
I 1 Enter custom language that is to be added as an Some custom (BLANK)
Addendum to the Adoption Agreement. language la-alalalala
A 20a Definition of Compensation: Withholding W-2
If A.23c 1= "Yes", effective date of using Post Year
A 23d End Compensation shall be limitation years beginning something... (DISABLED)
on or after:
A 29c Compensation is determined using Post Year End Yes No

Compensation:

OK Cancel

The Revert Plan Checklist Values dialogue summarizes all values that will be reverted, including the current values

and the values the checklist will be reverted back to. If you would like to cancel the revert, just click Cancel.

Pressing OK from the Revert Plan Checklist Values dialog will provide you with a confirmation, reporting the changes

successfully made during the revert.



Revert Plan Checklist Values

Plan: Apu's Pension Plan (div A)

Revert To: Values prior to 2014-02-10 17:03:36

Success!

Mew values are shown in bold.

H  Section Line No Question 0ld value Rewvert Value Imposed Default

A 23a Include Post Severance Compensation:
A 23¢

No Yes

Compensation is determined using Post Year End Compensation:  Yes Mo

| Cloze

After completing a revert, you can see the entry in the Show History log of the revert itself:

Revert nick UPDATE Plan Document DefBen-DB

Revert to values priol
2014-02-11 15:26:04 17:03:36

L)



Document Batches
Overview:

The Batch feature permits you to print PPA Restatements, Annual Notices, Summary of Benefits and Coverage (SBCs)
and Carryover Amendments for all of your clients in a few easy steps. Note: This feature is only available to Annual

Document Subscribers.

To use the applicable batch feature(s), select from the applicable Batch in the drop-down ("PPA Restatement",
"Batch Annual Notice", "Batch Welfare SBC" or "Batch Carryover Amendment") on the "Home" page under
"Batches/Workflow".

j- |
c:i. Wolters Kluwer ~ Go || | @ Test Company ~
Add Company Plan Search
Add Plan Company:
/ Plan:
Batches | Workflow =
1 5500 Batch | Workflow Clear All Filters | | Advanced
1099
PPA Restatement Search Results
1 Batch Annual Notice Pan =
1099 5tate Testing
Batch Welfare SBC EditFlan | =
Batch Carryover Amendment 13 SArhghe Lowyany 01T - W EditFlan | v

You can also access the applicable feature(s) by clicking on the "Batch" link located in the "Forms" box on the "Print
Plan Documents" page just to the right of the applicable link. For example, for a plan with Annual Notice features
(safe harbor, auto-enrollment or QACA) to the right of the Annual Notice link; for welfare plans subject to HIPAA Port-
ability, to the right of the SBC - Annual link.



T p——

Plan Documents Menuy
Company: Test Company, LLC 1D: &
Plan Test Company, LLC 401K Man 10: &
Checklist: Prototype Standardized 401(k) - EGTRRA Dacument Format: [ Word | (8]

Detadls: EIN: 11-2323232 = PH: 001 = PYE: December 31 i

Yiew Plan Doos Demo Video

Documents | Forms 5
Man Document Summary Plan Description Forms

PPA Restatement

The PPA Restatement Batch allows the user to convert EGTRRA plans to PPA. Once converted to PPA, the user is able
to print the Restatement, along with a Cover Letter, Basic Plan Document (BPD), if applicable, Summary Plan Descrip-

tion (SPD) and Participant Highlights.

The PPA Restatement Batch can also be used to update plans that were restated for PPA prior to February 22, 2015.

This can be done either by creating an entirely new set of documents (either reposting or regenerating the original

PPA Restatement or creating a new PPA Restatement batch) or by creating an amendment batch (2015 IRS Update

Amendment). The amendment option is only available for prototype documents and those Volume Submitter doc-

uments using the prototype format.
Click here to view a demo video of the PPA Restatement.
Existing Batches.

The image below shows sample batches already added.

* PEA DT Remanemens Baschan

Create Maw Batch | | Work Flow | Dow

Batch Name Batch I Count  Error  Printed Posted Downlsaded  Invited Completed  Change Status
iSubdkprRestateme 136050 97 @ 0222015 02/23/2015 - = = W Delete | Complet
136053 2 @ 02305 - = . . B Deleote |
136058 1 @ - 7
136068 1 a - OX 232015 - 022312015 02/23/2015 B Locked | Unlock

A batch that has an 'OK' () Error status means that all edit checks in the plan checklist and batch grid have passed.
The kdl symbol means there are errors either with one or more of the document checklist(s) or with the batch grid.

Click on the k3l to see the checklist and/or grid errors.


http://www.ftwilliam.com/Docs/DemoVideos/PPARestatementBatchI.html

Users can "Complete" a batch at any time. If a batch is completed, it will appear as having a "Locked" status and
Completed column will have a date stamp with the date the batch was marked as "Complete". If a user wishes to
edit, resend or delete a "Locked" batch, they will first need to "Unlock" the batch by pressing the "Unlock" link under
Change Status. If the user wishes to delete the batch, they can simply click the "Delete" link under the Change Status

column. To edit an unlocked batch click on the name of the batch link.

Work Flow. By clicking on "Work Flow", the user will see a list of all of the Defined Contribution plans set up in the
system that have "Yes" for "Resp" for the Plan Documents, whether they are EGTRRA or PPA. You can also view
which plans have "Yes" for "Resp" for the Plan Documents (plans marked "No" under "Resp" will not be available to
add to the batch).

Create New Batch. Click on "Create New Batch" to start the process of completing a PPA Restatement Batch or 2015

IRS Update Amendment Batch.

MNew Batch

Enter batch name: |

Select Batch Type: QUYNESECE0]8
2015 IRS Update Amendment

OK

Batch Options (before PPA conversion):

Add Plans. Once directed to the "Batch Options" screen, click on "Add Plans", where a list of plans that
are not currently in another PPA Restatement batch will display (and are marked as "Yes" for "Resp").
The user will be able to select EGTRRA or PPA checklist types. To add plans to the batch, the user would
check the box on the left-hand side of "Plan Name" to select/unselect all the plans listed, or check off

plans one at a time. When the plans are selected, click on "Add Plans".



* A tample

Add Plans

[
L=

Plan Kams Yoar End Chachiist  Plan Type CV Sats Harbo
Yeéi =
Test Comipany, LLC 401K Fan December 31 FretaSTD 4K EGTRRA nonele:
contribs
Test Compary, LLC Retirement Plan December 31 VielSub PS5 EGTRRA Mo
L4 >
Add Plans Cancel Corrent View Total: 2 / Number Selected: 2 1 t

The user will be directed back to the "Batch Options" screen where the option to choose the PPA Check-
list type will appear. Once selected, the user will click on "Convert to [Checklist Type] — PPA". Note: If
the user adds plans to the batch that have already been converted to PPA for the SAME checklist type
that is being converted, the system will not perform any updates to that plan. However, if the user adds
PPA plans that are on DIFFERENT checklist types from what has been selected for conversion, the system

will perform the updates.



RPN P—
Batch Options
Hame: PPASEmMple [ fp—a Printed: - Posted: -
Batch Type: PPa OC Restatement Downloaded: - Imvited: -
Before you select any batch options you must convert to PPA:
Prokotype Non-Slandardized 401(k) - PPA
Prototype Non-Standardized 401(k) - PPA [Answers Only)
Viohume Submetter $010k) - PRA
= Vodume Submitter $000k) {Prototype Format) - PPA
violume Submetter £000k) {Prototype Format) - PRA {Answers Only)
Convert to Yolume Submitter 401(k) (Prototype Format) - PPA
2 Plans add Plans
Fiiet Mpseg Chapsidal T (23 Resp Dot Foifed  Waad End Cutlang  SPDCattLing Coropritied ]
- T T
Test Compacy, LLE 401K Plan Ppmmb aK EE R Yed i i December 31
o o £ EGTR
Test Compary, LLC Retrement Pan ValSub PS RA Yes ¥ t, December 31

Once the user clicks on "Convert to [Checklist Type] — PPA", a warning dialog will appear for the user to
Confirm Conversion. By clicking on "No", the system will direct the user back to the "Batch Options"

screen.

"3 rrat ey F PPASRETOE

Batch Type

Belore you select any batoh oplions you nius

Canfinm Conversion
Bre Yol Sure wou want to coneert all plans in thes batch to
Wolume Submitter 401{k) (Prototype Format) - PFRAT

Yo No

By clicking on "Yes" the system will run the PPA Conversion and provide a PPA Plan Conversion statistic.



Fly ¥ [UR O0, Fagtgierren Dgectey & PRAGAmDD

Mamoe: PP Priated
Batch Typs: FPA DT Restatement Downlosded
Belore you select any hatch options you must conwert o PPAS
& &

Z Plans

Pasted

Inwited

Batch Options (after PPA conversion):

Once the plans in the batch have been converted to PPA, numerous options will appear on the "Batch Options"

screen. Each will be discussed in the order they appear below.

Hoame > BRA OC Bestatement Batches > PRPASampla

Batch Opticns
MName: PPASampla Edihamg

Batch Type: FPA DC Restatement

and - Edit Check Status: d,

klegt Edit Chechks

Email Template: Default PPA Restatement Email » Edit

[¥ Display email template in the portal?

Printed: -
Downloaded: -

Include:

¥ Cover Letter
Restatemant
! Basic Plan Document

Posted: -
Invited: -

Document Format: (8] word (.f) ¥ summary Flan Description
Ganerate Docyment(s) [+ Highlights
Delivery Method: Customer Print & Mail -
| Customer Print & Mail
| Print Address Labels [ (.cov)
2 Plans | Add Plans | Export PMan List Download Histooy
Flamn Mame Chieckdist PT (= Resp Dooc  Forms  Year End Custiang 5PDCustiang  Downi|
T Test Company, LLC 401k Flan volSub 4KPT FPA Yes (@ (J December 31 o -5
Tl Test Company, LLC Retirement Plan VaolSub 4KFT PRA Yes () December 31 o




Edit Name. The user may click on this link to re-name the batch.

Work with Batch Grid. Instead of going directly to a plan's "Edit Plan" screen to work on the checklist, the user can
go into the "Work with Batch Grid" to update some of the checklist items. The user is able to directly change check-
list items within the grid, which will update the Online Checklist found on the Edit Plan screen. For more details on

which columns may be edited, view the "Batch Grid Data Entry Key".

Do With Selected. This feature allows you to "Change columns" for plans selected.

A B
Batch Name FRASampis
Batch 1D 183821
Gnd B8 Check Siates: ) O
.
A Kame Chechlint  Resp En Do EwForss Yo End ArmenafleaLine el
Tead Company, LLC 401K Plen ol S ew | f December 11 vy dpnd 15, %
Toit Company, LLE Retremant Pan valdah Tou 1 P December 31 Yed aprl 30, 3
€ >
Do with selected: /’“p!mt Meny - Current vorw Total: 3/ Number Selected: 2
l (= Y

Change columns. Allows admin users to update the AmendRestate, EffectiveDate, Forfeitures, For-
feituresText, DeathBenefits, DeathBenefitsCustom, BeneDivorceRevokelND, BeneDivorceRevoke,
DomestPartners, DomestPartnersLimits, DomestPartnersMods, DomestPartnersModsText,
SpouseOneYear, TransferlS, TransferAge62, TransferAge62Conditions, DisabilityDistributions, Inser-
vLimits, InservLimitsText, InPlanRothRollover, InPlanRothRolloverOther, InPlanRothRolloverAge,
InPlanRothRolloverPartVested, InPlanRothRolloverEffDate, InPlanRothRollover411,


https://www.ftwilliam.com/Docs/BatchPPADC-BatchGrid-key.pdf

InPlanRothRollover4110ther, IRRNotDistributable, IRRNotDistributableLimits, IRRNotDis-
tributableEffDate, SpecialTrustee, SpecialTrusteeOther, SttLimit, SttLimitPeriod, SignaturePages columns
by checking the box for the column to un-gray the fields. The user will find more details on what each

column represents by going to the "Batch Grid Data Entry Key" with the "Grid Key".

24 » PRk Rascremeent anch

Change Columns - 3 selecied

Column Hew Valus / e

o AmendResiate Vs

o EffectroeDate
Forfeitures
ForferturesText
DeathBenefits
DeathBenefitsCustom
BenelreorceflevokelND
Benelveorcefevoke
DomestPanners
DormestPannersl mmats
DemestPamnersMods
DomestPartnersModaText
Spourelinerear
Trangler)s
Transleragesl
Translerdgedd Conditons
Drzablity Doptnbutors
Inssrvlimits
InserdLamitsText
InPlanftothRollower

InFlanRothRollcvernDther

Show Selected. Displays the plans that were selected on the "Batch Options" screen.

Default Template: Master and Designated Admin user will start off with a Default Template and have
the option to create a new template for all users to view. For more details about the Templates, view

Template Menu below.

The grid options that appear for all users will depend upon what template is selected by the admin user

(s). If users do not see one of the columns described under "Change columns", the admin user has likely


https://www.ftwilliam.com/Docs/BatchPPADC-BatchGrid-key.pdf

selected a different template for its users. You may click on "Batch Grid Data Entry Key" for more

details.

Template Menu. Master/Designated Admin users may make changes to the Default Template grid, or
create a new template grid. This menu has three options (Create New Template, Show/Hide Template

Tray and Delete Template) described in detail below:

- b
Batch hpme PeLSEmpiE
Batch [T -k H 4]
Grd B Check Siabes: () 03
i M Checklisl  Resg ErmDoc  EarForms  Year Ersd Aear el vt ERectrwn Dl
Tl Company. WL 00K Pl YeSdb Lo i i December 11 Yes dprd 15, 2
Towt Company, LLC Retewmast Fan Vel v : i Cecembar 31 T Rprd §0, B
{ >
Syrpisle Detns
Conile Ve Timpiale
Shovtess Template Teny
R
Dn with Lelected: * | Temalshe Hem v Carrarst \m Tite b -

Create New Template. Create a template, which will replicate the Default and select it from the Tem-
plate drop-down list. Use only letters, numbers, spaces and dashes to create templates. Once created,
you will need to select the new template from the Template drop-down list before you can edit it under

the "Show/Hide Template Tray" option described below (or delete it).

Show/Hide Template Tray. Customize the Default or any template created. First, the user should

ensure the template is selected and then select the "Show/Hide Template Tray".


https://www.ftwilliam.com/Docs/BatchPPADC-BatchGrid-key.pdf

Add column headers by clicking on the header in the tray. Note that headers will be added in the default

order. Remove column headers by dragging them into the tray.

Graf Bda Crpck Semtan: 3 T

&)
Flpn Sase Chediiay  Redg v Des v Foesss  Wiead Enil F ot [ i L]
Tl Compary, LLC Bebrement Plan Wil Vi i L] Dwnseinbar 31 Arry parrresasbly ma Hlerdard
Tedt Comppny, LLC 401K Plgn ol L. ] I Dabpember 310 Ay perreaspbis e Flendend

( / }

e #3isle Eflscivaliats = Fortedures Tant |

B weith aeds = | [ ey —i Cigrrnn Ve Total: 3/ ol Selecied: &

G B Chancli Statu: ) D

G
Chaqhing  Hesp DrDoc D Fooms  Yewr Ded L] Fortpmurts Teni |m 0=
[PeE e e e PSS A L (] I Ohienbeer §1 v Pl f St

401K Fan W Sl Ll ] ¥ Do L Arwy permasbie ' Stardand

Delete Template. Delete the template that is currently displayed on the "Template" button. Pop-Up win-

dow appears to confirm you are sure you would like to delete the template.
Export current view to CSV. Export a CSV file for the template you have selected.

Include. The Restatement is auto-selected beneath 'Include' on the right-hand side of the screen. You are able to

also select the Cover Letter, Basic Plan Document, if applicable, Summary Plan Description, and/or Highlights to



print with the Restatement. After you have the documents selected that you wish to print, click on "Generate Selec-
ted Document(s)", which will create a zip folder containing a file for each plan within the batch. The "Printed" date

will update in the upper right-hand corner once you click "OK" when generating the files.

If you are familiar with ftwPortal Pro, the Cover Letter is the same as the Email Template. To view more details on
how to edit or clone email templates, click here to be directed to the Portal User Guide. Annual Document sub-

scribers andftwPortal Pro customers can follow the same steps to set up the Cover Letter.

Ty Esitatemast Batches > PPAB mple

Batch Opbions

Name: PPASample Edgbac Printed: - Posted: -
Batch Type: PPA DC Restatemnent Downloaded: - Invited: -

- Edit Check Status: M

Include:
Email Template: Default FRA Restatement Email w

¥| Cowver Letter
¥ Display email template in the portal? Restatement

¥| Basic Plan Document
Document Format: [ wWord (tf) - ¥ Summary Flan Description

o Highlights

Delivery Method. Users that are a ftwPortal Pro customer have the option to publish the PPA Restatement to the
portal, or provide a Direct-Link to the PPA Restatement so that users can auto-generate the Restatement without log-

ging into the portal. First, the user will need to select Automatic Delivery from the drop-down list.

Hymg » B84 DC Restavamant Batchas > PPASImple
Batch Options
Name: PPASample EciiNams Printed: - Posted: -
Batch Type: PPA DC Restatement Downloaded: - Invited: -

- Edit Check Status:

Include:

Email Template: Default PPA Restatement Email » Edit
V| Cover Letter

¥| Display email template in the portal? Restatement

¥| Basic Plan Document
Document Format: [ werd (.rtf) V] Summary Plan Description
Generate Document{s) | Highlights

Delivery Method: Automatic Delivery -

Automatic Delivery
Automatic portal delivery [ Preview

atbimroptee sl bl I s
Automatic direct-link deliver not availble w/ Direct-link delivery)

Document Expiration Date (optional)

Deliver *Direct-link means the email will contain & link to download the file directly without logging into the portal.

Automatic Delivery:


http://www.ftwilliam.com/cgi-bin/HelpContent.cgi?Module=TPAPortal&go=12.50

Automatic portal delivery. Select this option to send a link to portal users to log into the portal to view

the Restatement and supporting documents, if applicable.

Automatic direct link delivery. Select this option to send a direct-link to portal users to easily download

a copy of the Restatement and supporting documents, if applicable, without having to log into the portal.

Note. Users should be sure to click on "Preview" to ensure that portal users are assigned to the plans,
and to verify that the correct placeholders are used within the email templates before sending the

invites to your clients. To view more details on how to edit or clone email templates, click here to be dir-
ected to the Portal User Guide.

E-Sign:

ftwPortal Pro customers that have reviewed the E-Signature Whitepaper and emailed the completed E-

Signature Authorization Form to support@ftwilliam.com will have access to use the E-Sign option for the

Batch PPA Restatement. This feature is an add-on product to ftwPortal Pro at no additional cost.

By e ¢ Bakc = pPASampla

Batch Options

Mame: PPASample Edi 1
Batch Type: PPA DC Restatement

Email Template: Default Document Signer Emai »  Edif
4| Display email tamplate in the portal?

Document Format: [ word (.rtf) =

Printed: - Posted: -
Downloaded: - Invited: -
and - Edit Check Status: .
Include:

¥! Caowver Letter
Restatement
Bazic Plan Dacument
4| Summary Flan Description
¥ Highlights

Delivery Method: Automatic Delivery -

Automatic Delivery

Automatic portal d Yy - Preview

Require E-Sign: [¥] (E-Sign option not availble w/ Direct-link delivery)

Document Expiration Date (optional)

Deliver *Direct-link means the email will contain a link to download the file dire

Once users have E-Sign turned on, the option will become visible to the user after selecting Automatic Delivery, then
Automatic portal delivery. Note: E-Sign is not an option with Direct-Link. After E-Sign is checked, the Email Template

will also update to the default email template selected in the Global Email Settings for Document Signer Email.


http://www.ftwilliam.com/cgi-bin/HelpContent.cgi?Module=TPAPortal&go=12.50
http://www.ftwilliam.com/Docs/E-signatureWhitePaper.pdf
http://www.ftwilliam.com/Docs/E-SIGN_Authorization.doc
http://www.ftwilliam.com/Docs/E-SIGN_Authorization.doc
mailto:support@ftwilliam.com?subject=E-Sign Authorization Form

Users should click on "Preview" to verify signers have been set up for each plan listed in the batch. Click on "No valid

users" to add a signer to the plan. Each plan can only have one Sponsor, but as many Trustees as desired.

Hemse = PPA DC Restaveman: Batches » PEASsmple > Autematic Porsal Dalivery H
PPA DC Restatement - PPASample
E-Signing has been authorized for all plans.
Automatic Portal Delivery — Preview
Do t i ESi Si d E il
Company Document Name mt‘::c" Portal User ﬁnmn Pre-Approved a":‘:h Sll:;.:s 5::;'
Test Company, LLC 401k Test Compamy, LLC 401k Sl
Flan Plan_PPADC.rf Preview SPONS  Yes Yes Preview
Test Company, LLC 401k Test Company, LLC 401k i
| Plan Plan_PPADC.Af Praview il Yas Yes Prayimw
Test Company, LLC Test Company, LLC Retirement . -
Retirement Flan Flan_PPADC.rf Freview No valid users
Homa > 884 BE Bestatement Batches > B84Sample > Automatic Portal Delivery H
PPA DC Restatement - PPASample
E-Signing has been authoriged for all plans.
0] nt Portal ESi = d Email
Company Document Name et it Signing As  Pre-Approved t“u“':k m‘g?:s et
Test Company, LLC 401k Test Company, LLC 401k =
Plan Plan_PPADC.rtf Preview L SPONS Yes Yes
Test Company, LLC 401k Test Company, LLC 401k e
Plan Plan_PPADC.rtf Erewview 2158 TR Yas Yesg
Test Company, LLC Test Company, LLC Retirament e S 5 i
Retirement Plan Flan_PPADC.rtf Preview Messpgel72 SPONS:TRUST Yes Yes Freview

Users should return back to the Batch Options screen to click on Deliver. All the files that were "Included" will publish
to the portal as one file for the portal users to E-Sign in .pdf format, even if it was sent to the portal in .rtf format.
Once the file has been E-Signed, the signatures will insert into the signature line(s) of the Adoption Agreement/Plan

Document. Users can verify the status of the plan by going to the "Status (Portal delivery method)" to view the Signed
Status.



Home > FPA DT Restatement Batches > PRASample

| Batch Options
Name: PPASample i hame Printed: - Posted: 09/22/2014
Batch Type: PPA DC Restatement Downloaded: - Invited: 09/22/2014
E-Signed: 1of 2 | 9/22/2014 Completed: | park as Complete |
m_ﬂm-;h_ﬁ;;d -IEd't r:hnclch Status:
E [l :;!' (534 fdl! 4 g;k&
Include:
Email Tamplata: PPA E-Sign Tamplats -~ Eglit

¥ cover Letter
|.'J_=Dilp{av email template in the partal? 1 Restatermant
[¥] Basic Flan Documant

Document Format: [#] Word (.rtf) - [ summary Plan Description

Generaie Document(s) [¥] mighlights
Delivery Method: Automatic ry -
Automatic Delivery
Status (Portal delivery method] 0l Hi

2 Plans l add Plans Export Plan List Wl Hi

Pl Hams. Chscklin PT o Resp  Doc  Fosms  Year End Custlang SPO Custlsng  Downb
Bl Test Company, LLE 401k Flan WaolSub AKPT BPA Yas | Q2 ) Decamber 31 D 0% -
Il Test Company, LLC Retirement Flan VolSub AKFT FRA ves (@ & December 31 f=
Homeg > B4 OO Festagemens atches * PEAtample » Autematic Portal Delivery Ml

PPA DC Restatement - PPASample

E-Signing has been authorized for all plans.

;mmpauv Document Name m‘“‘“‘t E"“"r" Signing As  Pre-Approved 55.:"'2‘! Email Sent
oncr U B o ok Mesmaceii SPONS  Yes ve  sand  JETNGCOE
!I;imnnr. LLC ;m cumn-nrlm;‘."u.c 401k o i i s e Shned f;?é;::n;at-ng-z:
|Retirement Pien — Retiremert Pan_ppADC.t 0K 1823268172 SPONS:TRUST Yes ves Not Signed 350 T {rnnnd)

The user can go to the Print Plan Document screen for a given plan to view the E-Signed Adoption Agreement/Plan

Document, as well as the Certificate.



Py > EOi Blgn > t=lan Ppsumants > Previously Signed Plan Documents

E-Signed Flan Docurments

Plan Document D.ocummw

Status: Signed f_.,";l';' 03/22/2014 V0S¥ nyp “““':;it':: os/22/2014 53190 557227201
User N Signing Email View Download E-Sign
Name ame As Date Date Date Date
Messagell ?::t‘fri'li Sponsor 09/22/2014 05/22/2014 09/22/2014
Message158 aerie, Trustee 09/22/2014 wzyaﬁ-: 09/22/2014
2 ficate f 4

Return to List

Note: Batches that contain E-Signed Documents may be deleted. However, please note the following:

o If a document in the batch was fully signed, that is, all required signers e-signed the document on the portal,
the original e-signed document will remain on the portal user's portal page so the history is retained.

o If a document was only partially e-signed, that is, multiple signers were required to sign and not all did, the
document will be deleted from the portal.

o If a document in the batch was not e-signed, the document will be deleted from the portal.

Regenerating a Restatement Batch.

Plans that were already restated for PPA prior to February 22, 2015 using the PPA Restatement batch feature, can be
reprinted to produce new documents with the required changes that can then be manually printed and sent to your

clients.

From the PPA Restatement Batch screen, click the link under the "Batch Name" of the batch that will be reprinted.

> Bk DC Rempieness Banches

Create Mew Batch | | Work Flow | Down

Batch Name Batch ID  Count Error  Printed Posted Downboaded  Invited Completed  Change Status
iSubdbknrRestatern 136050 ar @ 2f2yans oIS - 3 B W Delete | Complet
136053 F @ oz2yIms - - - . B Delote | Complete
136058 1 Q - B
136069 1 Q Q232015 - 02/2372015 027232015 @ Locked | Unlock

After making any changes to the document format or documents to include in the batch, simply press the "Generate

Document(s)" button to produce a zip folder with all of the selected documents in the batch.



Batch Options

Name: SamplePPArestatement Edit Name

Printed: - Posted:
Batch Type: PPA DC Restatement Downloaded: - Invited:
Work With Batch Grid - Edit Check Status: .
Run Checldist Edit Checks
Include:

=2

Email Template: IDefauIt PPA Restatement Updat|s| Edi
M Cover Letter

[ restatement

Basic Plan Document

Summary Plan Description
Document Format: Elw:.rd (.doc) Highlights
Generate Document(s) ¢

[+ check to use PPA Changes Email Template
] Display email template in the portal?

Reposting a Restatement Batch. Plans that were already restated for PPA prior to February 22, 2015 using the

PPA Restatement batch feature, can be reposted to produce new documents with the required changes and auto-
matically deliver them to their client's portal.

First, from the PPA Restatement Batch screen, click the link under the "Batch Name" of the batch that needs to be

reposted. The batch must have an unlocked status in order for the "Repost" button to be available.

* P& DC RERatemens Banchas

Create New Batch | | Work Flow | Download History

Batch Name Batch ID  Cownt  Ervor  Printed Posted Downloaded  Inwvited Completed  Change Status
priest et 136050 97 @ o2f2yans  oxzams - > = W Dedete | Complete
136083 2 QD 0xr23ms & Debote | Complete
136058 1 (%] ¥ Dedete
136069 1 Q 02372015 - 02/232015  02/2%2015 8@ Locked | Unlock

Next, set the Delivery Method to Automatic Delivery. The screen will refresh and the "Repost" button will appear.

Pressing the "Repost" button posts the newest version of the documents to the portal.

Delivery Method: | Automatic Delivery

Automatic Delivery
Status (Portal delivery method) Download History | Repost [ ¢

Once returned to the batch restatement, verify that the settings are as you wish them to be and press the "Deliver"
button to require e-signing or enable direct-link delivery.




Homa * PB4 OC Ras a5 > PPa&Sample
Batch Options
Name: PPASample Edithame Printed: - Posted: -
Batch Type: PPA DC Restatement Downloaded: - Invited: -

dit Check Status: A,

Lneck

Include:
Email Template: Default Document Signer Emai » Edit
¥ Cover Letter

v| Display email template in the portal? Restatement

Basic Plan Document
Summary Plan Deseription
Highlights

Document Format: [# Word (.rtf) = s

Generpte Docuyment(s) ¥

Delivery Method: Automatic Delivery -
Automatic Delivery
Automatic portal d Y - Fraview

Require E-Sign: v (E-Sign option not availble w/ Direct-link delivery)

Document Expiration Date (opbonal)

Daliver *Direct-link means the email will contain a link to download the file directly without legging into the portal.

Click here to view a demo video of the PPA Restatement process.
2015 IRS Update Amendment Batch.

Prototype plans that were already restated for PPA prior to February 22, 2015 using the PPA Restatement batch fea-
ture, can elect to produce the 2015 IRS Update Amendment instead of generating entirely new documents. This fea-

ture is accessed from within Batches --> PPA Restatement.

i * PPk DC Remaemans Baschas

Create New Batch | | Work Flow | Download History

Batch Name Batch ID  Count  Ervor  Printed Posted Downloaded  Invited Completed  Change Status

¥ it 136050 97 @ of23ms  oxns - - - B Delete | Complete
136083 2 Q  02y2015 - - - - B Dadote | Cor
136058 1 Q - - - - - # Delete
136069 1 Q 02/23/2015 - 02/232015 027232015 B vLocked | Unloc

First, users will need to create a new batch. To do this, click the "Create New Batch" button --> Enter batch name->

Select batch type to be "2015 IRS Update Amendment" and press OK.

Mew Batch X

Enter batch name: |

Select Batch Type: Ra =S E1=0) =]
2015 IRS Update Amendment

| 9K |



http://www.ftwilliam.com/Docs/DemoVideos/PPARestatementBatchI.html

Next, click the "Add Plans" button and select the plans you would like to add to your batch. Please note that indi-
vidually designed plans (IDPs) are not able to be added to a 2015 IRS Update Amendment batch, as these plans must

be fully restated. Once all plans you wish to include in this batch have been selected, press the "Add Plans" button.

The user will be directed back to the "Batch Options" screen where the option to choose the PPA Checklist type will
appear. Once selected, the user will click on "Convert to [Checklist Type] — PPA". Note: If the user adds plans to the
batch that have already been converted to PPA for the SAME checklist type that is being converted, the system will
not perform any updates to that plan. However, if the user adds PPA plans that are on DIFFERENT checklist types

from what has been selected for conversion, the system will perform the updates needed to convert the plan to the

new document type.

Prior to generating the amendment, the user should run the checklist edit checks. This will run edit checks for all
plans in the batch. All issues in each plan should be resolved within the specific plan's checklist prior to continuing

on.

The e-mail template should then be selected. The "E-mail Template" is the same as the "Cover Letter" if you elect to
print the cover letter when printing your documents or are publishing to the portal if you use ftwPortal Pro. The doc-
ument selection is located on the right side of the screen. Check the documents that you would like to print (or pub-
lish to the portal if you use ftwPortal Pro). The Amendment and Basic Plan Document will automatically be checked

and cannot be un-selected as these are both required to be printed.

Batch Options

Name: SampleAmendment Edit Name Printed: - Posted: -
Batch Type: PPA 2015 IRS Update Amendment Downloaded: - Invited: -

Work With Batch Grid - Edit Check Status: /4.
Run Checklist Edit Checks

Include:

Email Template: IDefauIt 2015 IRS Update Amen Edit
M Cover Letter

[ Display email template in the portal? 4 1rs Update 2015 Amendment

M Basic Plan Document
Document Format: IﬂlWOl’d (.rif} ] summary Plan Description
Generate Document(s) U Highlights

Delivery Method: | Customer Print & Mail[v |

Customer Print & Mail
Print Address Labels [4] (.csv)




After all selections have been made, the user will either press the Generate Document(s) link to download the

amendment packages to a zip folder or can use the Automatic Delivery method to post the amendment to the portal.

Click here to view a demo video of the PPA Amendment process.

Annual Notice

Select year end to print. First, select the plan year end you want to work with under the 'Edit Printing Parameters'

box. Click "Select Date" to select/update the plan year end shown.

g > Annual Notice 12/2015 Batches

Mote: Before using the batch a
Calendar year plans will end j

Rewview/Edit Printing Par

Select year end to print - Month:

Create New Batch | | Work Flow | [

Batch Name Batch ID
104553
103887

MaybeNotOne 104517
104529

104543

12 = Year: 2015 =
(e.g. Select 12 and 2011 to pant documents for the 12/31/2011 year end)

Cover letter options are edited on the batch settings page.

Printed

10/31/2014

11/05/2014

Select Date

11/04/2014

11/05/2014

ual notice software you must select the plan year end for the notice.
the following year. Click "Select Date™ once you have updated the month and year.

Invited Downloaded

11/04/2014

11/05/2014

Completed

Change Status

Work Flow By clicking on "Work Flow", the user will see a list of all of the plans set up in the system that have "Yes"

for "Resp" for the Plan Documents, whether they are EGTRRA or PPA, and that have Safe Harbor, Nonelective, QACA

and/or QDIA (plans marked "No" under "Resp" will not be available to add to the batch).

Note: Click on "Work Flow" before adding a batch to verify that each plan has a 'Month' selected. Oonly those plans

that have a 'Month' selected in the 'Month' column will appear in the user's 'Add Plans' list. If the '"Month' column is

not completed, the user can sort the 'Year End' column by entering December, for example. When the user clicks on

'Enter' the list will narrow down to those plans that have a December 'Year End'. Then, the user can check the box to

the right of the 'Plan Name' and click on 'Do with selected', then 'Change columns'. This will allow the user to check

the box for 'Month' and click 'OK' after a New Value has been selected to update the selected plan's 'Month' column.


http://www.ftwilliam.com/Docs/DemoVideos/PPARestatementBatchII.html

> Babtch Snnusl Motice Workflow

Change Columns - B3 selected

Column New Value
Resp

o Month 12
Admin

QK Cancel

Download History. If the user has ftwPortal, then the user can click on 'Download History' to view when portal users

have downloaded the Annual Notice from the portal, if published to the portal.

Create New Batch. Click on "Create New Batch" for the Year End selected above. Note that you can always delete a
batch and/or add/remove plans to a batch up until the batch has been marked as 'Completed'. Once a batch has
been printed and the Error status is 'OK' ( ), you will have the option to mark the batch as 'Complete' from this
page. The symbol k2 means there are errors either with one or more of the document checklist(s) or with the Work

With Batch grid. Click on the &3 to see the checklist and/or grid errors.

Add Plans. After creating a new batch, the user will be directed to the "Batch Options" screen. The user will need to
click on "Add Plans", where a list of plans for the Year End that are not currently in another batch will display.The
user can check the box on the left-hand side of 'Plan Name' to select/unselect all the plans listed, check off plans one
at a time and/or use the filters to narrow down the plans before selecting. Click on "Add Plans" once the desired

plans have been selected.



Note: Both EGTRRA and PPA plans may be added to the batch. PPA plans have the option in the plan checklist to
select the Safe Harbor Maybe Not language; however, EGTRRA plans will only have the option through the Work
With Batch Grid. See below for more details.

> Annual Notice 12/3013 Batchey > 12/31/15Hotices
Name: 12/31/15Notices Printed: Posted:
Batch Type: Annual Nobic Dovwnloaded: Irvwiiteedl:
Add Plans X
=]
Email Template: Newestd =" Plan Name Year End cv Checklist PlanType Safe Ha
] 123 Sample Company ProtohNS4K PPA PPA VolSub AKPT No =
3 1 mplaktd 3
e 123 Sample Company VS4K PPA PPA ProtoiNs 4K No |
Print Each Plan in Separ
Document Format: [ o 5500 Test Plan PPA volsub AKPT No
ke 5500 Workflow Gnd Test3 December 31 PPa ProtoMS 4K Mo
Edit Flermoemn e 5500 Workflow Gnd Sample PRPA Doc December 31 PPA VolSulb 4KPT Yas
Lil] A mes
i 5500 Workflow Grid Sample ProtoSTDAK(AQ) PPA ProtoSTD 4K No
e 5500 Workflow Gnd test PPA VaolSub 4KPT Mo
o 53500-5F Workflow Grid December 31 FRA Volsub 4K hNo
Dalivery Method: Custon
= 5558 2010 1st 5500 w/old 5558 PPRA ProtoiS £ Na
Cust rr Print & Mail
vt . ||l & 55582010 1st 5500 no 5558 PPA volsub aK No
= J| | 5558 2011 SF w/old 5558 PEA volsub 4K Mo L
i [l L]
7 Plans Add Plans :
Add Flans Cancel Current View Total: 70 / Number Selected: 70 Export currenkt view to CSY
. Don't see vour plan®
Plan MHarms
L 1(k) Plar P K el I

Edit Batch Screen. Once plans have been added to a batch, numerous options will appear on this screen. Each will

be discussed in the order they appear below.



s > A ol Hotics 1272015 Bgtchay > 12/31/15Motices

Batch Options /
Hame: 12/31/15Notices EdtName Printed: - Posted: -

Batch Type: Annual Notice Downloaded: - Inwvited: -

b wyith Batch Grid - l?dit Chedk Status:

/ Include:

Email Template: NewestSamplean = [Edit
Cover Letter

¥ Display email template in the n?d Annual Notice
Deferral Agreement

Print Each Plan in Separate File ;
e Highhghts

mentis) Additional Files:

More
Edit Filenames
Edit Group Filename - Edit Indradual Filenams
Delivery Method: Customer Print & Mail -
Customaer Print & Mail
Ernt Address Labels [ (.csv)
7 Plans Add Plans Export Plan List Download Histor
Plan Hame oV FlanType Reap Err Do Err Forms  Year End Comparry MHame
il Book-IT Test Co, LLC 401{k) Plan Third PPA aK ves 9 e | g‘f‘:m’t“” Book-1T Test Co, LLC
F'I‘ET_F'" Sample Days 401k Plan EGTRRA L, LT Yes o] ) E?Wber Happy Sample Days

« Edit Name. Users may click on this link to re-name the batch.

¢ Include. The Annual Notice is auto-selected beneath 'Include' on the right-hand side of the screen. Users are
able to also select the Cover Letter, Deferral Agreement and/or Highlights to print with the Annual Notice.
After the documents are selected to print, click on "Generate Selected Document(s)" for 'Print Each Plan in
Separate File', which will create a zip folder containing a separate folder for each plan within the batch. The
'Printed' date will update in the upper right-hand corner once the user clicks 'OK' when generating the files.
Note: The 'Print All Plans in One File - MS Word', which generated one file for all the plans within the batch
has been disabled due to the batch allowing both EGTRRA and PPA plans.

Edit (Email Template): Users familiar with ftwPortal Pro, the Cover Letter is the same as the Email Template.
To view more details on how to edit or clone email templates, click here to be directed to the Portal User
Guide. Annual Document subscribers and ftwPortal Pro customers should follow the same steps to set up the

Cover Letter.

Delivery Method Users that have ftwPortal Pro, have the option to publish the Annual Notice to the portal, or


http://www.ftwilliam.com/cgi-bin/HelpContent.cgi?Module=TPAPortal&go=12.50

provide a Direct-Link to the Annual Notice so that portal users can auto-generate the Annual Notice without
logging into the portal. First, users will need to select Automatic Delivery from the drop-down list.
« Automatic portal delivery. Select this option to send a link to portal users to log into the portal to view
the Annual Notice and supporting documents, if applicable.
« Automatic direct link delivery. Select this option to send a direct-link to portal users to easily download
a copy of the Annual Notice and supporting documents, if applicable, without having to log into the

portal.

Note. Be sure to click on "Preview" to ensure that portal users have been assigned to the plans, and to
verify that the correct placeholders are within the email templates before sending the invites to your cli-
ents. To view more details on how to edit or clone email templates, click here to be directed to the

Portal User Guide.

Include:
Email Template: NewestSampleAN - Edit
Cowver Letter
¥| Display email template in the portal? Annual Notice
i Deferral Agreem
Print Each Plan in Separate File Hiohliaht
Document Format: [# word (it = ighlights
Ganarate Document{s) Additional Files:
None
Fd-t F_llenafn_es- o - Add File
Edit Group Filename - Edit Individual Filenames
]
Delivery Method: Automatic Delivery «/
Automatic Delivery
Automatic portal delivery = Preview
Automatic portal delive
Automatic direct-link delivery 1]
Document Expiration Date (optional)
Deliver *Direct-ink means the email will contain a link to download the file directly without logging into the portal.

Work with Batch Grid.

Default Template: Master and Designated Admins will start off with a Default Template.


http://www.ftwilliam.com/cgi-bin/HelpContent.cgi?Module=TPAPortal&go=12.50

The grid options that appear for all users will depend upon what template is selected by the admin user(s) at the bot-

tom of the 'Batch Annual Notice' screen. Users may click on "Grid Key" to view the ' Batch Grid Data Entry Key' for

more details.

Users that have both EGTRRA and PPA plans will have the option to set up Safe Harbor Maybe Not language by going
to the Work with Batch Grid. Note: EGTRRA plans will automatically highlight red until the "Maybe SH" column has
been completed. EGTRRA plans do not have the option to update the online checklist; therefore, ftwilliam.com
developed a way to add the text within the grid. PPA plans do have the option to select the Maybe Not language
within the online checklist, but can also update the "Maybe SH" option within the grid.

£ <a
Bt M 1273101 Seticad
Batch 1D 1045335
Btch Ve 2003
Gl i Chepck Stabus: O 'O
C
; " Flad Mame Caschinl  ©V Besp  DmDoc | Dlomms  Yeerad Boa | TakeNaser QO Dotoull Invest DM Self Direct O Fund |
Bl [T Ta O, LLC 40 1k Plen Thard ProiafTD PP Tid ¥ ] a Cbcaemsbar 31 12 4L My MA (ST PO
M0y Saempke Durs 401k Pl EGTERA Rith ProtoMs P Vil 0 o December 11 12 stk MNfA MfA MSA
MGy Sampsr Davs 401k Flan Sesiind Protohs FPa ¥ i i ] Dwcomber 31 17 o et MSA A PA
v pclry e 40 1k Profit Sharvey Plam & Trost Fourth Pectolcs PPa Wi a a3 Decambar 31 12 by 100% Martsveau Fus you have the nght weww.heas
9 2
J b
Do with selected: =  Tempiate Merw * Curmentt Vitw Total: 7/ Number Selected: O ¢ v sal: 7 J Number Selected: O

For EGTRRA plans, if the "Maybe SH" option is Yes, the following text will appear within the Annual Notice:

The plan may be amended during the plan year to reduce or suspend safe harbor nonelective con-
tributions. The reduction or suspension will not apply until at least 30 days after you are provided notice

of the reduction or suspension.


https://www.ftwilliam.com/Docs/BatchAnnualNotice-BatchGrid-key.pdf

o Do With Selected. This feature allows users to view/update plans selected.

o Show Selected. Displays the plans that were checked.

o Change a Column. Allows admin users to update the Maybe, Neg Elect Date, Def Elect (Admin Proc), Def
Elect Method, Def Elect Other, Inv Elect Method, Inv Other, QDIA, QDIA Default Invest, QDIA Self Direct,

QDIA Fund Info and/or Maybe SH columns. First, the user will need to select the applicable plans and

then click on Do with selected.

= ol Mo - sichas
Batch MName: 12731/ 15Motces
Batch 1D 104555

Batch Year: 2015

Grid Edit Check Status: O o3

G

Plan Narme

Book-IT Test Co, LLC 401(k) Plan Third

Happy Sample Days 401k Plan EGTRRA Fifth

Happy Samplé Day: 401k Plan Second

Headbnés Inc 401k Profit Sharnd Plan & Trust Fourth
cample Sponsor Name Test Company SH Tast

Test Company, LLC 401k Plan EGTRRA

: The 5500 H Testing Company

Show Selected

Change columns i

Do with selected: + Template Menu =

#4 * Batch Annusl Notios

Checkiiat
ProtoSTD
ProtoMNSs
ProtoiNS
ProtoiNS
ProtoMNS
VolSub

ProtoiMNS

cv
PPA
PPRA
PPA
PRA
EGTRRA
EGTRREA

EGTREA

Current View Total: 7 / Numi

= Batch Anmasl Notos

Change Columng - 3 selectad

o

Column M
Maybe
Mg Elect Date
Def Elect {Admin Proc)
Def Elact Mathod
Def Elact Other
I Elact Method
Iy Other
QD1A
QDA Default Invest
QoD elf Darect
LA Fund Info
Maybae SH s

Template Menu. You may make changes to the Default template grid, or create a new template grid. This

menu has three options (Create New Template, Show/Hide Template Tray and Delete Template) described in

detail below:

o Create New Template (create a template, which will replicate the Default and select it from the Tem-

plate drop-down list)

o Use only letters, numbers, spaces and dashes to create templates.

o Once created, you will need to select that template from the Template drop-down list before you

can edit it under the 'Show/Hide Template Tray' option described below (or delete it).



o Show/Hide Template Tray (customize the Default or any template created). First ensure the template
you want to work on is selected and then click to 'Show/Hide Template Tray'.
o Add column headers by clicking on the header in the tray. Note that headers will be added in the
default order.

o Remove column headers by dragging them into the tray.

Batch Annual Notice

Batch Name: SampleBatch
Batch ID: 101961
Batch Year: 2014

Grid Edit Check Status: &3 o3

D
Plan Hame Checklist Resp
GOOGLE INC. 401(K) SAVINGS PLAN YelSub Yes
IRS 403b Limited 4038 Yes
Little General Store, Inc. 401(K) Plan VolSub Yes
Microsoft Corporation Savings Plus 401(K) Plan ESOP Yes
New Glarus Brewing Company 401k Plan VolSub Yes
Nordstrom 401k Plan & Profit Sharing VolSub Yes
Physical Medicine & Rehabilitation, Pllc 401({K]) Profit £ VelSub Yes

Qualcomm lpcorporated Employee Savings And Retir VolSub Yes

Qil Tools, Inc. 40L(K)PF/SPlan  WVolSub  Yes

N

Do with selected: ¥ | Template Menu |

Template: Default L3

Create Mew Template

Show/Hide Template Tray
Delete Template
Batch Annual Notice
Batch Name: SampleBatch
Batch 1D: 101961
Batch Year: 2014

Grid Edit Check Status: ) O
[~ Retm | S

0 oo el




o Delete Template

« Deletes the template that is currently displayed on the Template button.

o Pop-Up window appears to confirm you are sure you would like to delete the template.
o Export current view to CSV

e Export a CSV file for the template you have selected.

Batch Carryover Amendment

The Batch Carryover Amendment allows users to quickly create the Carryover/Election Amendment for Cafeteria

and Premium Only Plans (POP). Once the batch is created, users are able to print the Amendment (includes the Con-

sent, SMM and Amendment), along with a Cover Letter, in One File for all plans, or in a Zip folder.

Review/Edit Printing Parameters

Batch Name

= ¥ Batch Carryover Amendment Batches

Create New Batch | | Work Flaw | Downlaad His

tory

Email options are edited on the batch settings page.

Batch 1D Count Error Printed Posted Downloaded Invited Completed
FirstSample 104527 2 & 11/04/2014 11/04/2014 11/04/2014 11/04/2014
Sample 104530 2 & 11/05/2014 11/04/2014
econdSan 104537 2 &) 11/04/2014 11/04/2014 11/04/2014 11/04/2014 11/05/2014
SIgnSample 104549 2 (% | 11/05/2014 11/05/2014 11/05/2014 11/05/2014
104551 2 (5 £

Work Flow. By clicking on "Work Flow", the user will see a list of all of the Welfare plans set up in the system under

a Cafeteria or POP checklist for the Plan Documents. Users will also be able to view which plans have "Yes" for

"Resp" for the Plan Documents (plans marked "No" under "Resp" will not be available to add to the batch).

Create New Batch. Click on "Create New Batch" to start the process of completing a Batch Carryover Amendment.

The sample image above shows a sample batch already added. Note that you can always delete a batch up until the

batch is marked as 'completed'. Once a batch has been printed and the Error status is 'OK' (), you will have the

option to mark the batch as 'Complete’ from this page. The k&l symbol means there are errors either with one or

more of the document checklist(s) or with the batch grid. Click on the k3 to see the checklist and/or grid errors.

Batch Options:



Once plans in the batch have been added, numerous options will appear on the "Batch Options" screen. Each will be

discussed in the order they appear below.

. o arrgover Amgndmant Betches > SamplaTest

Mame: SampleTest sditrams /

Batch Type: Carryover/Election Amendment

Batch Options

N ork Wkt

Email Template: Carryover Automatic Delivery » Edit
¥ pisplay email template in the portal?

Print All Plans in One File - MS Word [#] (.rtf)

_:'._.-|-_. srak |".._..- wirrmentish

Print Each Plan in Separate File
Documaent Format: [# wWord () -

vaneragbe Docyumeant! s

Delivery Method: Customer Print & Mail -

Customer Print & Mall

1 Batch

Printed: -
Downloaded: -

Posted:

Gnd - Edit Check Status: gy

/ Eun Checklist Edit Chedks

Include:

Cowver Letter
Carryover/Election Amendment

Prnt Address Labels [ (.cev)
2 Plans Add Plans Export Plan List Download History
Plan Hadnes Yaar Ernd Chechkiiat FT Cunl Lang SPD Cusi Lang Doe Admin
IRS pOP Second December 31  Welfare FOP
[l welfare POP Plan Second June 30 Welfare POP

Edit Name. The user may click on this link to re-name the batch.

Work with Batch Grid. Instead of going directly to a plan's "Edit Plan" screen to work on the checklist, the user can

go into the "Work with Batch Grid" to update some of the checklist items. The user is able to directly change check-

list items within the grid, which will update the Online Checklist found on the Edit Plan screen. For more details on

which columns may be edited, view the "Batch Grid Data Entry Key".

Do With Selected. This feature allows you to "Change columns" for plans selected.

Inwvited: -



https://www.ftwilliam.com/Docs/BatchCarryoverAmend-BatchGrid-key.pdf

ey B > ShmgiaTeet 3 Eairk Chemrove Merasdoaat — - - — T - pe— pa—

Batch Kame: SamplaTest .
Badch IT iy t 104 Change Columns - 7 Selecied

Grid B Checke Stabus: (3 D
90 Column B

- Excepted Ben

Plaa Harme: bkt Bep  Enloc Efooms Teerfad  Encepedpes  DCtedBer C Excepted Ben Other

[t P
{  1RS ple St Wekay ) I ; . 4 Claim Grace Peficd - POP

Welfane POP Plan Second Wekare ] 0 men d Claim Grace Period - Cafe

Grace Penod Date

Grace Panod Actounts
Reyoks Hours

Revola Qual Health Plan
Revokos Non Calendar
Revoioe Won Cabendar Limits
Canmyover

Camygwer Amt

Camyouer Data

Camyower Limis

Custom Language

o : CPDs Curitom Languags
Do with selacted: M = Current Vet Tokad: 2/ Number Selected: 2 d whbi |

Change Taymns

e Change columns. Allows admin users to update the Expected Ben, Expected Ben Other, Claim

Grace Period - POP, Claim Grace Period - Cafe, Grace Period Date, Grace Period Accounts, Revoke
Hours, Revoke Qual Health Plan, Revoke Non Calendar, Revoke Non Calendar Limits, Carryover,
Carryover Amt, Carryover Date, Carryover Limits, Custom Language and Custom Language SPD
columns by checking the box for the column to un-gray the fields. The user will find more details

on what each column represents by going to the "Batch Grid Data Entry Key" with the "Grid Key".

Default Template: Master and Designated Admin user will start off with a Default Template and have
the option to create a new template for all users to view. For more details about the Templates, view

Template Menu below.

The grid options that appear for all users will depend upon what template is selected by the admin user

(s). If users do not see one of the columns described under "Change columns", the admin user has likely


https://dev4.ftwilliam.com/Docs/BatchCarryoverAmend-BatchGrid-key.pdf

selected a different template for its users. You may click on "Batch Grid Data Entry Key" for more

details.

Template Menu. Master/Designated Admin users may make changes to the Default Template grid, or

create a new template grid. This menu has three options (Create New Template, Show/Hide Template

Tray and Delete Template) described in detail below:

& = Bateh Ty gr Armandmant Bak > SampleTast > Batch Carmmyover Amendmant
Batch Mame: SamplaeTest
Batch 1D: 104557
Grid Edit Check Status: O O
| m
Plan Hame Checklist Resp
IRS pOP Second welfare
Waelfare Cafe Plan Second welfare
welfare POP Plan Second waelfare
Template: Default L
Create New Template
ShowMHide Template Tray
| | Delete Tempiate
Do with selected: = Template Menu

Err Doc

Q

Err Forms

o

Current View Total: 3 / Number Selected: O

Year End

December 31
July 31

June 30

EXCap

Other

Create New Template. Create a template, which will replicate the Default and select it from the Tem-

plate drop-down list. Use only letters, numbers, spaces and dashes to create templates. Once created,

you will need to select the new template from the Template drop-down list before you can edit it under

the "Show/Hide Template Tray" option described below (or delete it).

Show/Hide Template Tray. Customize the Default or any template created. First, the user should

ensure the template is selected and then select the "Show/Hide Template Tray".


https://dev4.ftwilliam.com/Docs/BatchCarryoverAmend-BatchGrid-key.pdf

Add column headers by clicking on the header in the tray. Note that headers will be added in the default

order. Remove column headers by dragging them into the tray.

iome = Batch Carygver dmgndongad Baiches ™ GamotsTeei ™ Babch Cearyouss Amasdmeant
Batch Mame: SampleTest
Batch 1Dz 104557
Grigd Edit Chaeck Status: (3 O T
n ||||||||||| 3
Narma ] ; | e Excopied Ben  Claim Grace | Claim Gre
s o o PIRABEN | Dther Paricd . POP  Pariod -€
IRS pOP Second a J December 31 Tes m
Wellare Cafe Plan Second i Q Ity 33 Other sasbmit thea rein s - |
Wellare POP Plan Second a a3 Juirve 30 Yas
. m .

Resp | Cheecktst

Do with selected: = | | Template Menu Cusrent View Total: 3 7 Mumber Selected: O Export current view bo CSY
Home * Eatch Cacyover dmandment Betchay * Samols Tegt > Setch Carpover Arvendmment
Batch Marme: SampleTest
Baktch ID: 104557

Gl Edit Check Status: O O

ar Kay
Dliganvame _____________ Icheceiue Rt
1 i Excepled Ben  Claim Graco
Plan Nama Chacking !"MJ ErrForms  Year End Excepted Bon Pmiphaid
RS pOF Second wialfare 9 3 December 31 Tas
Wallare Cafa Plan Second Vialfara ik & July 31 Cther submit the rer
Wellare POP Plan Second Wallare a a Jure 30 Yas
‘ m 3

Do with selocted: = | | Templabe Monu = | Current View Total: 3 / Number Selected: 0 Exprart ourrent view bo OS5V I




Delete Template. Delete the template that is currently displayed on the "Template" button. Pop-Up win-

dow appears to confirm you are sure you would like to delete the template.
Export current view to CSV. Export a CSV file for the template you have selected.

Include. The Amendment is auto-selected beneath 'Include' on the right-hand side of the screen. The user is also

able to select the Cover Letter to print with the Amendment.

Print All Plans in One File - MS Word. After the user has the documents selected to print, the user would click on
"Generate Selected Document(s)", which will generate a single file containing the Amendment for each plan within
the batch. The "Printed" date will update in the upper right-hand corner once you click "OK" when generating the

files.

Print Each Plan in Separate File. After the user has the documents selected to print, the user would click on "Gen-
erate Selected Document(s)", which will create a zip folder containing the amendment for each plan within the

batch. The "Printed" date will update in the upper right-hand corner once you click "OK" when generating the files.

For users that are familiar with ftwPortal Pro, the Cover Letter is the same as the Email Template. To view more
details on how to edit or clone email templates, click here to be directed to the Portal User Guide. Annual Document

subscribers andftwPortal Pro customers can follow the same steps to set up the Cover Letter.

& > Rat ar A ent B &5 > SamplaTest

Batch Opltions

Mame: SampleTest Eds fams Printed: - Posted: -
Batch Type: Carryover/Election Amendment Downloaded: - Invited: -

Batch Grid - Edit Check Status: (3

/ Include:
Email Template: Default Carryover and Election = Edi
ar

. Caver Le
#| Display email template in the portal? Carryover/Election Amendment

Print All Plans in One File - MS Word [ (.rtf)

Print Each Plan in Separate File
Document Format: (W word [rtf] -



http://www.ftwilliam.com/cgi-bin/HelpContent.cgi?Module=TPAPortal&go=12.50

Delivery Method. Users that are a ftwPortal Pro customer have the option to publish the Amendment to the portal,
or provide a Direct-Link to the Amendment so that users can auto-generate the Amendment without logging into the

portal. First, the user will need to select Automatic Delivery from the drop-down list.

Batch Options
Name: SampleTest L K Printed: - Posted: -
Batch Type: Carryover/Election Amendment Downloaded: - Invited: -

th Batch Grid - Edit Check Status:

Include;
Email Template: Default Carryover and Election - Edit
4] Cover Letter
| Display email template in the portal? Carryover/Election Amendment

Print All Plans in One File - MS Word [# (.rtf)

Print Each Plan in Separate File
Document Format: [#] word (rtf) =

2

Delivery Method: Automatic Delivery /

Automatic Delivery
Automatic portal delivery [+ Praview
el

Automatic portal deliven
Automatic direct-link deliver
Document Expiration Date (optional)

Deliver *Direct-link means the email will contain a link to download the file directly without logging into the portal.

Automatic Delivery:

Automatic portal delivery. Select this option to send a link to portal users to log into the portal to view

the Amendment.

Automatic direct link delivery. Select this option to send a direct-link to portal users to easily download

a copy of the Amendment without having to log into the portal.

Note. Users should be sure to click on "Preview" to ensure that portal users are assigned to the plans,
and to verify that the correct placeholders are used within the email templates before sending the
invites to your clients. To view more details on how to edit or clone email templates, click here to be dir-

ected to the Portal User Guide.

Batch Welfare SBC

The Welfare SBC email text is currently only used for portal subscribers. The Welfare SBC batch currently does not
allow printing a cover letter. The cover letter language can be used as a model if it is helpful but the system will not
generate cover letters at this time. To view more details on how to edit or clone email templates, click here to be dir-

ected to the Portal User Guide.


http://www.ftwilliam.com/cgi-bin/HelpContent.cgi?Module=TPAPortal&go=12.50
http://www.ftwilliam.com/cgi-bin/HelpContent.cgi?Module=TPAPortal&go=12.50

Create New Batch. On the 'Show Batches' page, under the 'Current Batches' box, click on the button "Create New
Batch". Enter a name for the batch and click "Create New Batch". You will then be taken to a screen below where
you can select the plans to include in your batch. Note that you can always delete a batch and/or add/remove plans

to a batch up until the batch is marked as 'completed'. Once a batch has been printed and the Error status is 'OK' (
), you will have the option to mark the batch as 'Complete' from this page. The symbol kl means there are errors

either with one or more of the document checklist(s) or with the batch grid. Click on the k| to see the checklist

and/or grid errors.

Edit Baitch
Refurn o Previous Page
Batch Options
Hame: SampleSBC Edit Name Printed: - Posted: -
Batch Type: Welfare SBC Recelved: - Invited: -
Ermnail Template: Default Welfare SEC Email ~ Edit | Display email template in the portal?
Work With Batch Grid - Edit Check Status: s, Include:
Print Each Plan in Separate File - MS Word [#] [.rtf) Tl sBc
T I mgn _I SPD o

| medical Reimbursement Farm *
7| wHCRA annual Naties *

T Highlights *

T cHIPRA Annual Notice =

* For Portal delivery only

Delivery Method: Customer Print & Mail -

Customer Print & Mail

Print Address Labels (=] (.csv)
3 Plans Export Plan List Download History
Plan Name PlanType  Resp ErrDoc  ErrForms  Year End Company Hame
T 123 Sample Welfare Flan HRLA, Yes ) ] Decemnber 31 123 Sample Company
M Caribou Coffee Company, Inc. Group Dental Plan  HRA Yes ) (%) Caribou Coffee Company, Inc.
M Fox Agency, Inc. Cafe Flan Cafe hi-H] ) ] December 31  Fox Agency, Inc.

Add Plans. Once directed to the "Edit Batch" screen, click on "Add Plans", where a list of plans that are not currently
in another batch will display. You can check the box on the left-hand side of 'Plan Name' to select/unselect all the
plans listed, or you can check of those plans that you would like in your batch one at a time. When the plans are

selected, click on "Add Plans".



Print Notices and Review/Edit Plan Specifications. Once you have plans added to a batch, you can review the plan
specifications relevant to the SBC and edit certain plan specifications in batch format. Click on the batch you want to

edit and the 'Edit Batch' page will appear (see image above).

Click on 'Work with Grid' and a grid will appear with the plans in the current batch and it will display checklist items
relevant to the SBC. If a field is editable, you will see a down arrow for drop-boxes and if you click inside the field
and begin typing without errors when you leave the field, you can directly edit that field on the grid (changes will
show in corresponding document checklist items). You can see more detail about each column and whether it is edit-

able in the " Batch Data Entry Grid Key".

Home > Batch Welfare SBC - 2014 Batches = test > Welfare SBC Batch Grid
Batch Name: test

Batch ID: 103103

Batch Year: 2014

Grid Edit Check Status: @ O

Plan Name Plan Type Reszp Err Doc Err Forms  Year End
000 Sample Company HRA HRA Yes l,_;} ik June 27
00000000 test HRA HRA Yes (%] Fi iy
Sample Company HRAZ HRA Yes (% ] Fiix

L I

Do with selected: + Template: Default + Current View Total: 3 / Mumber Selected: 0

M —

Beg

06/,

1/1,

1/1,

There is only one Print Option one the Batch Menu page for the Batch SBC; 'Print Each Plan in a Separate File - MS
Word'. This will only generat the SBC in bold under 'Include’. To view more details on how to post batches to the

portal, click here to be directed to the Portal User Guide.


http://www.ftwilliam.com/cgi-bin/HelpContent.cgi?Module=TPAPortal&go=23.00

Custom Edit Checks

Edit Checks Overview

The document software uses edit checks to help ensure all applicable information is entered in the checklist cor-
rectly and to help catch errors. In addition to the edit checks ftwilliam.com has embedded in the software, you can
also disable the ftwilliam.com edit checks and/or create additional new edit checks. Please note that only users with

administrative rights can use the custom edit checks feature.

To access custom edit checks, click the Wolters Kluwer logo at the top left of the screen.

\ﬂ Wolters Kluywer ~ o |« ] workflo

Home

Add Company el

Add Flan Company:

Plan:

Batches / Workflow =

Cle
ftwPortal Pro =

A drop down list of options will appear under the Wolters Kluwer logo, select Administrative Tasks from the list, then

select Create Custom Checklist Edit Checks.



\i) Wolters Kluwer ~

ﬁ' Home
&  edit Profile
Company [ Plan 3
Batches 3
ftwClient Manager 3
ftwPortal Pro 3
Reports k
Cownloads LI
Administrative Tasks b | Portal / Workflow »
® support p | Create Custom Checklist Edit Checks
@ Log Out Doc/SARSAFM Print Settings
1 Check Out New DC PPA AA Styles
Defaults 3
U=zers

User Groups/Raoles

View Online Usage Agreement

Custom Edit Check Dashboard

Clicking Create Custom Checklist Edit Checks will take you to the Custom Edit Check Dashboard. Here you can view
all system and custom edit checks. To help you view only the edit checks applicable your current needs, we have

added filtering and sorting options.

o Above the column header is a place to enter criteria to filter results. Filters will reduce the listing to only those
edit checks meeting the specified criteria. To remove a filter, click the ‘x’ next to the filter applied.

o The columns can be sorted by clicking on the header of the column. Clicking once will sort in either alpha-
betical or numeric order, depending on the data. Clicking twice on a header will sort in the opposite order.

o Toview all columns, you can maximize the grid by clicking the blue page icon in the upper-right corner of the

grid.



Home > Custem EditCheck Dashbeoard

Custom Edit Check Dashboard

Error ID

FW-1001

FW-1002

FW-1003

FW-1004

FW-1003

FW-1006

FW-1007

FW-1008

FW-1009

Document Type

403E,

4038,

403B,

403B,

403B,

ESOP,

ESOP,

ESOP,

ESOF

Defined Ber

Defined Ber

Defined Ber

Defined Ber

Defined Cor

Defined Cal

Defined Col

Defined Col

Affected Checklists

403E 4B,

403B 4B,

403B 48,

403B 48,

403B 48,

ESOP 4K,

ESOP 4K,

ESOP 4K,

ESOF 4k

4038 4BL, De

4036 4BL, De

4036 4BL, De

4038 4BL, De

4036 4BL, Prc

ProtoMS 4K, F

ProtoMS 4K, F

ProtoMS 4K, F

Section

Go to Field

FlanMumber

FlanLinel

CrigEffectDate

EffectiveDate

FlanrearEnd

Electivelreferrald
01KRegEffDate

RothElectDefEffD
ate

Matching

AfterTax

Dizplay Message

Fleaze enter a three digit Flan
number in
l@!PlanMumber::LineNum

Fleasze enter the Plan name in
li@!PlanLinel::LineMum

Flease enter the Plan's original
effective date in
l@!OrigEffectDate: :LineNum using
full text (e.q., January 1, 197&).

If '1@!AmendRestate: :LineMum is
"fez' (amended and restated
plan), please enter the effective
date of Flan restatement in
li@!Effectivelate: :LineMNum

Flease enter the Flan vear end in
l@!PlanyearEnd: :LineMum using
full text (e.q., December 31).

If Elective Deferrals allowed,
please enter the effective date of
the final 401(k)-(m) regulations in
A.10b.

If Roth Elective Deferralz allowed,
please enter the effective date in
A.10d.

A.12 (Matching Contributions) may
not be ‘Mo’ if C.1 provides for a
zafe harbor Matching Contribution.

If A.10 (Elective Deferralz) is 'No’,
A.11 (Woluntary Contributions)
may not be "Yes'.

If A.10 (Elective Deferrals) is 'No’,

Enables

Yes

Yes

Yexs

Yes

Yes

Yes

Current VWiew Total: 1338

Ex

The edit check grid columns display:

e Error ID: This is a value used to identify the edit check. System generated Error IDs will be in the format of FW-

H###. Custom edit check Error IDs will be in the format defined by you. This can be any combination of num-

bers or alpha characters.

« Document Type: All document types that the edit check applies to will be listed here.



o Affected Checklists: All checklists that are affected by the edit check will be displayed in this column. Below
are a list of possible checklists for each document type:
o 403(b)
o Section 403(b) Plan (Full Scope) — 403B 4B
o Section 403(b) Plan (Limited Scope) — 403B 4BL
o Defined Benefit
o Cash Balance Plan (Proto Format) - DefBen CB
o Cash Balance Plan (ID Format) - DefBen CBID
« Defined Benefit Pension Plan (Proto Format) — DefBen DB
« Defined Benefit Pension Plan (ID Format) — DefBen DBID
o Defined Contribution
o Prototype Non-Standardized 401(k) - ProtoNS 4K
Prototype Non-Standardized Money Purchase - ProtoNS MP
Prototype Non-Standardized Target Benefit - ProtoNS TG
Prototype Standardized 401(k) - ProtoSTD 4K
Prototype Standardized Money Purchase - ProtoSTD MP
o Volume Submitter: Volume Submitter 401(k) — VolSub 4K
o Volume Submitter Profit Sharing — VolSub PS
¢ Volume Submitter Money Purchase — VolSub MP
o Volume Submitter 401(k) (Prototype Format) — VolSub 4KPT
ESOP
o« Employee Stock Ownership Plan - ESOP PS
o Employee Stock Ownership Plan 401(k) - ESOP 4K
MISC
e Misc (1099, 5500 or Admin Software) - Misc WL
NonQualified
o Section 409A Plan - NonQual 409A
o Section 457(b) Plan - NonQual 457B
TIAA
e Governmental 457(b) Plan - TIAA 457BGOVT
o Tax-Exempt 457(b) Plan - TIAA 457BTEND

[e]

[e]

o

[e]



o Welfare
« Cafeteria Plan - Welfare Cafe
« Health Reimbursement Arrangement - Welfare HRA
e Premium Only Plan - Welfare POP
e Trans Spend Acct - Welfare 132
e« Wrap Plan - Welfare WRAP
o Section: This column displays the section of the document that the edit check applies to.
o Go to Field: When the edit check is triggered, you will be directed to the field listed in this column.
o Display Message: This is the message that you will see when the edit check is triggered.
« Enabled: Will show "Yes" if the edit check is active or "No" if the edit check has been disabled.
o Options - Drop-down arrow will display options depending upon the edit check type:

o All edit checks: Disable/Enable button - Click the Disable/Enable button to Disable an active edit check
or Enable a disabled edit check. Note that the button needs to be pressed, not the drop-down box, to
enable or disable the edit check.

o Custom Edit checks: Delete - Pressing the drop-down arrow will give the option to edit or delete a cus-
tom edit check.

o Custom Edit checks: Edit — If Edit is selected, you will be directed to the Custom Edit Check Builder,
where you have the option to change the edit check criteria or cancel to leave as is.

e Error Lvl

o Warnings will flag a field as yellow and will display the warning message but allow you to still continue
through document submission process.

o An error will prevent you from completing the document due to the condition that is set.

o System: This column will display "Yes" if the edit check is a system (ftwilliam.com) edit check and "No" if the

edit check is a custom edit check.

Export Current view to .csv — Pressing this link will download all edit checks. If filters were applied, only the edit

checks with which the filters applied will be displayed in the spreadsheet.

Custom Edit Checks

Clicking the Create New Edit Check button will take you to the Custom Edit Check Builder screen to create a com-

pletely customized edit check.



Home > Custom EditCheck Dashboard > Custom Edit Check Builder

Custom Edit Check Builder

Set Edit Check Criteria

Choose Document Classification:
Choo=e all plan types affected:

Flease select an option above.

Create Edit Check Create Parameters

Filter by Section:
Apply to Group: 1

Field Name: Condition:

Add Line

walue: Flease Select a Field Name

Display Edit Check Display Parameters

Flease add a condition above

Set Edit Check Error Criteria

Section: Go to Field:

Error Type

*|Error

Custom Error ID: I

Display Meszage:

Create EditCheck Rezet | Cancel |

These are the steps you will take to create a custom edit check:

1. Choose Document Classification — Use the drop down box to select a document type. Only one document type

can be selected per custom edit check.



Set Edit Check Criteria

Choose Document Classification:

4038

Defined Benefit
Defined Contribution
ESOP

Misc

MNon Qualified
TIAA
Welfare

2. Choose all plan types affected — Can select a single plan type or multiple plan types. Select multiple plan types

by clicking on the plan type and pressing the ctrl button on your keyboard at the same time. If selecting all

plan types, use the Select All button at under the possible options box. Click Confirm to move on to the next

step.

Choose all plan types affected:

Possible Options

Prototype Non-Standardized 401(k) - [ProtoNS 4K

Prototype Non-Standardized Money Purchase - [ProtoNS MP]
Prototype Non-Standardized Target Benefit - [ProtoNS TG]
Prototype Standardized 401(k) - [ProtoSTD 4K]

Prototype Standardized Money Purchase - [ProtoSTD MP]
Volume Submitter 401(k) - [VolSub 4K)]

Volume Submitter 401(k) (Prototype Format) - [VolSub 4KPT]
Volume Submitter Money Purchase - [WolSub MP]

Volume Submitter Profit Sharing - [VolSub PS]

B

=3

| Select All || Deselect Al |

| Confirm |

Selected Optic

Volume Submitter 401(k) (Prototype Forn

| Select All | | Desel

3. Create Edit Check Parameters — Here is where you will create the edit check.

Create Edit Check Parameters

Filter by Section: |A
Apply to Group: |1

Field Name: | planNumber

| Add Line |

Condition: Egquals




Filter by Section — Use this drop down box to select the section of the document that the edit check will
apply to. This will reduce the fields you are able to select in Field Name to those in the selected section.
. Apply to Group - There are up to three different groups available. If a simple edit check is being created
with only one field and one value, the group number will be irrelevant. The grouping will determine the
"and/or" logic that is applied to the criteria of the edit check that involves multiple fields or values. This
will be explained in greater detail below.
Field Name — Use the drop-down box to select the name of the field that the edit check will look at (the
available fields will be filtered depending upon the plan types selected - only fields that all types share
will be available)
. Condition — Use the drop-down box to select the condition. Possible options include Less than, Equals,
Not equal, Greater than, Less than, Greater or equal to, Less or equal to.
. Value — Depending on the field name selected, you will either select an option (or multiple options) from
a specified list or enter the value manually.

i. If selecting an option from a list

1. You can select one option by clicking on the given value, then by pressing Add Line.

2. You can select multiple options by simultaneously holding the ctrl button on the keyboard
and selecting the multiple options in the list. Note that by selecting multiple options in a list
in this manner, the multiple options will have "or" relationship logic.

3. Example: In the screenshot below, the Value is selected from a predetermined list. As such,

no "ADD" button will be found, only the Add Line button.

Create Edit Check Parameters
Filter by Section: |C
Apply to Group: |1

Field Mame: ADPACESafe Condition: Value:

Add Line




If entering a value manually - The value entered can be numeric, alpha character or special character.

Create Edit Check Parameters

Filter by Section: B
Apply to Group: |1

Field Name: |EligHoursofService Condition: |Greater than Value: 1000

| Add Line |

1. You must enter a value, then press the ADD button

2. Pressing the ADD button displays the amount entered in a box below the "Value" field.

Create Edit Check Parameters

Filter by Section: B
Apply to Group: |1

Field Name: EligHoursofService Condition: Greater than Value: |:

1(

| Add Line |

3. Now you have the option to either enter another value to add to the edit check and press ADD
again; or if done, you may press the Add Line button to add the edit check to the edit check para-
meters.

4. Let’s assume you are done and presses Add Line. Now the edit check will appear in the Display

Edit Check Parameters:

Display Edit Check Parameters

IF everything in Group 1 is True:

| EligHoursofService Greater than 1000




Display Edit Check Parameters

IF everything in Group 1 is True:

EligHoursofService Greater than 1000

f. Press ADD — The ADD button will appear if the value in the value field was required to be manually

entered.

i. You will see an ADD button to the right of the value box. This ADD button should be pressed prior
to pressing the Add Line button.

ii. Tocreate an "And" relationship between values in a group, complete the field name, condition

and value, press ADD, then press Add Line

iii. Itis possible to create an "or" relationship between values in a group, as long as the field name
does not change. To create an "or" relationship between values in the same group, complete the
field name, condition and value, then press ADD. Then enter new data in the Value box and press

ADD again. Each value that is added will have an "or" relationship. Press Add Line when done.

g. Press Add Line
1. After adding all edit checks within a group, press Add Line.
2. Toadd a blank "Value" for a field that requires manually entered data, press Add Line without

pressing ADD first.

5. Display Edit Check Parameters — After pressing Add Line the edit check criteria will be added to 'Display Edit
Check Parameters'. If more than one line has been added, the lines will have either an "and" or an "or" rela-
tionship, based on the grouping and method of adding, as described above. Below is a review of the different

logic options for the custom edit check.



a.

Parameters of different groups have "or" logic.

Display Edit Check Parameters

IF everything in Group 1 is True:

| ElectiveDeferral Equals Yes
OR IF everything in Group 2 is True:
| RothElectDef Equals Yag
Different Field Name criteria within the same group have "and" logic.
Display Edit Check Parameters
IF everything in Group 1 is True:
PlanNumber Equals BLANK
AND PlanLinel Equals BLAMIK

Edit checks with the same Field Name may have "and" or "or" logic, depending on how the data is

added. Example of "or" logic for same field name within same group: If you wanted to check a field for a

‘001’ or a ‘002’, you could set the first edit check to group 1, select the Field Name, set the Condition and

enter a ‘001’ the Value field, then press ADD. Then you would enter a ‘002’ in the Value field and again



press Add. Lastly, press Add line.

Create Edit Check Parameters

Filter by Section: |A

Apply to Group: |1

Field Name: | planNumber Condition: Not equals Value:
001 OR
a0z

| Add Line |

Display Edit Check Parameters

IF everything in Group 1 is True:

PlanNumber Mot equals oo1
OR Not equals o2

d. Add a BLANK field (as shown below) by entering nothing in the "Value" field and pressing Add Line.

Display Edit Check Parameters

IF everything in Group 1 is True:
| PlanNumber Equals BLANK

6. Set Edit Check Error Criteria
Set Edit Check Error Criteria

Section: A Go to Field: PlanNumber Error Type: Warning Custom Error

Display Message:  |gnter edit check wamning message here.

2. Section: Enter the section that the edit check applies to
3. Go to Field: Enter the Field in which you should be directed to when the error or warning message is

applicable.



4. Error Type: Designate whether the edit check should be classified as a warning or an error.
1. Warning — Fields that do not pass warning edit checks will be highlighted in yellow.
2. Error - Fields that do not pass error edit checks will be highlighted in red.

5. Custom Error ID: This field can be used to enter an identification number specific to the edit check.
Users can use numbers, alpha characters or a combination of both. You can duplicate the same error ID
or use a unique ID for every edit check.

. Press Update Edit Check to save the edit check and return to the Custom Edit Check Dashboard.



Plan Documents Permissions

Master and Designated Admin users can control each user's permission for each document type: Retirement, Non-
Qualified, and Welfare. For each document type, users can permissions to Edit, View only, or None. Master and des-

ignated Admin users have additional abilities to revert changes to plan checklists in the Show History screen.

Edit permissions enable the user to modify document checklist options as well as access the document modules.

Plan Checklist - Expand &ll Applicable f Expand All £ Collapse all P'rintlEJ Edit
~ A, General Information Edit Cl

* A, General

1. Flan Mumber: 7]

2a. First line of Flan name: 'ﬁ' Apu's Pension Plan (div A)
2b. Second line of Flan name: 'ﬁ' tes

3a. Original effective date of Flan: 'ﬁ'

View only permissions enable the user to see all the document checklist options as well as access the Plan Document

module. Users with view only permissions cannot edit the document checklist answers.

Plan Checklist - Expand &ll Applicable f Expand All f Collapse All PrintI‘EJ Edit
« A, General Information Edit Cl

* A, General

1. Plan Mumber: 'ﬁ'

2a. First line of Plan name: 'ﬁ' Apu's Pension Plan (div &)
2h. Second line of Plan name: 'ﬁ' test!

3a. Original effective date of Flan: 'ﬁ'

Setting a user's permissions to the document module to 'None' will hide the document checklist options, as well as

disable their ability to access the Plan Document module.



Home > Edit Company > Edit Plan

Plan Menu
Company: My test company's test name ID: test things
Plan: Test DB Proto Plan ID: : ﬁhcigl
Checklist: Defined Benefit Pension Plan (Proto Format) - EGTRRA : 3;:";
Details: EIM: 11-1111111 = PN: ?77 « PYE: 777
Plan Modules
Module Flan Documents m w |£El Admin E
- 2013 - 2012 - T
Resp Yes Yes Yes Yexs
Admin




Upload Plan Data

You can upload a variety of different file types to add or update plans and companies to your ftwilliam.com account.
You can use this feature if you are converting your data to ftwilliam.com from another software vendor, or to use a
.csv file to import new plan data or update existing plan information. To view the available upload file format
options, click the Wolters Kluwer logo button in the top left corner, select Company/Plan, then click Upload Plan

Data.

.i) Wolters Kluwer ~
ﬁ' Home

[

i=e  Edit Profile

Company f Flan ¥ | Add Company
Batches ¥ | Edit Company
ftwClient Manager ¥ | Delete Company
ftwPortal Pro b | add Plan
Reports ¥ | Edit Plan
Downloads ¥ | Delete Plan

QE Administrative Tasks * | plan Search

@ Support ’ Upload Flan Data

E Log Cut

In the Upload Center, you will see a list of available file type uploads from other software vendors. If you have a file

from one of the listed vendors, simply click the link for the respective files type to upload, and see these instructions.



https://www.ftwilliam.com/djKIumIZlvmjgBE599Eo3NuoAelU5LAzbx2Xs/help/Instructions/Converting_Documents_from_Another_Document_Vendor_Using_ftwilliam.pdf

Company / Plan Uploads
Add/Modify Company and

Companies and Pla

Cocument Conversion

Upload AccuDraft xmil files
Upload ASCI xml files
Jpload ASCi Word files
Upload Datair rif files

Upload Mckay Hochman Word files
Upload Relius xml files

Information about document conversion programs.
Trademarks are the property of their respective owners.

If you have plan data stored in a .csv file, you can use the Add/Modify Company and Plan Data features to create

your own upload. Additionally, by uploading plan data in a .csv you may update existing plans or add new plans.

Upload Menu

The plan upload enables you to upload data for any plan type for existing plans, or to add new plans, as well as add
and update company/sponsor information. The Upload Menu features a list of all the available plan and company
schemas which list columns you can include in the upload on the right. Click Download to see a .csv that lists all of

the acceptable column headers/fields along with data types that may be accepted for the listed plan type.



Home > Upload Center = Upload Company and Plan Information

Upload Company and Plan Information

appropriate ZZ27 default plan. Any columns which could not be mapped to an
appropriate ftwilliam.com column (e.g. incorrect spelling) will be ignored and will
be displayed on the confirmation page.

Defined Benefit Pension Flan (Proto Format)

After clicking 'Submit’ ill be =h i f the ch that will tak i i .
er clicking "Submit’ you will be shown a preview of the changes that will take | . o oo o oo (1D Format)

place after performing the import. For company/plan updates only data changes

will appear. For new companies/plans, all accepted data from the CSW will be Cash Balance Plan (Proto Format)

shown. Click 'Perform Upload' to commit the changes. Cash Balance Plan (ID Format)
Employee Stock Ownership Plan

Employee Stock Ownership Plan 401(k)

Upload file name: No file selected. Section 403(b) Plan (Full Scope)
Mumber of rows before column headers: 0 Section 403(b) Plan (Limited Scope)
Select Division: Dhwvision A - Cafeteria Plan
Premium Onby Plan
See— Health Reimbursement Arrangement
Zancel Trans Spend Acct

Wrap Flan

Section 457(b) Plan

Section 4094 Plan

Tax-Exempt 457(b) Plan
Governmental 457(k) Plan

Misc (1099, 5500 or Admin Software)

Download ftwilliam.com plan [Ds

The system will not perform data integrity edits on uploaded data. Description Che
Be sure you run all appropriate edit checks after performing the import. Company

Prototype Non-Standardized 401(k) Protc
Sample Spreadsheest Prototype Mon-5Standardized Money Purchase Protc
This sample spreadsheet will add a company and 2 plans. The sample plans use Prototype Non-Standardized Target Benefit  Protc
most of the ZZZ default plan options, only overriding the appropriate elements.  Prototype Standardized 401(k) Frotc
) ) i Prototype Standardized Money Purchase Protc

You will need to create a spreadsheet using the appropriate schema located on typ ] v
the right side of this page. Mote that vou do not need to repeat company data on Volume Submitter 401(k) VolS
subsequent lines when adding multiple plans to the same company, as shown in Volume Submitter Profit Sharing VolS
this example. Any column which is not specified, will use the value from the olume Submitter Money Purchase vols

YWolume Submitter 401(k) (Prototype Format) VYol
YWolume Submitter 401(k) (Prototype Format) VolS:

DefB
DefB
DefB
DefB
ESOF
ESOF
403B
403B
Welf;
Welf;
Welf;
Welf;
Welf;
Mong
MonC
TIAA
TIAA
Misc

Adding New Companies and Plans

Each file upload requires identifying information for the plan or company you would like to create through the file

upload. To add companies or plans to ftwilliam.com, you must include the value CompanyName.

If you are adding a new plan to the system, you must include the following fields to identify the plan's sponsor:



o An existing ftwCustomerID or CustomerlID or CompanyEmployerID (EIN)
e PlanLinel

« Valid Checklist and PlanType combination as listed on the Upload Menu

If you are adding a company and a plan in the same row of a .csv upload, you must include the CompanyName field

for the new company you are creating.
Updating Existing Companies and Plans

To update existing company data, you must include at least one of the following fields that match a Company you

administer on the ftw system:

o CustomerlD—a unique value you may assign to each employer from the
« Employer's EIN
o ftwCustomerlD (a unique identifier created by the system — you can get find the IDs by clicking Download

ftwilliam.com plan IDs from the Upload Company and Plan Information screen)

To update existing plan data, you must include at least one of the following fields for each plan to identify an existing

plan on the system:

o PlanID—a unique value you may assign to each employer
o PlanNumber and one of the company identifiers above for the relevant Company

e« FTWPIlanID (also included for each plan when you click Download ftwilliam.com plan IDs)

Uploading a .csv file with blank entries will delete the value for that row, unless it includes identifying information
for the plan as mentioned above, or only accepts List Values. See the corresponding schema download to see which

fields use list values and what those list values are.
Upload Results Preview

After selecting a file and clicking Submit, you will see a summary of the changes that will be made to the plans in
your upload file prior to actually making the changes. If you are deleting the value in a row, the result of deleting

that row will also be displayed in the upload summary.



Company/Plan Upload
Upload Results Preview

# Result Company Plan ftwCustomerID CustomerID CompanyName CompanyEmployerID
2 0K Update 313467216 Compuglobalhypermeganet -= Interslice
Downlead as CSW

Total rows processed/accepted: 2/1 Total errors: 1

Total rows with companies to be added: © Total warnings: 0

=

Total rows with companies to be updated:

=

Total rows with plans to be added:

=

Total rows with plans to be updated:

Perform Upload Cancel

The columns of the Upload Results Preview will always display the PlanID and CustomerID, ftwCustomerID and Com-
panyEmployerID (EIN) headings. If those values have changed, you will see the updated value in the column. Other-

wise, if it is blank, then no changes will be made to those fields.

The summary in the bottom left describes how many Plans and Companies will be added or updated/modified. In the
example above, the upload will only modify one company: no plans or companies will be added, and no plans will be

modified.
If all of the information in the Upload Results Preview is accurate, click Perform Upload to complete the upload.
Warnings and Errors

You may see errors or warnings after you have uploaded a file from the Upload Menu. If your upload creates a Warn-
ing, only the specified value will be omitted from the upload for the specified reason, and any other acceptable data
from the file will continue to be processed and uploaded. You may receive a warning because the value you entered
is not a valid entry because it is not one of the specified responses in the schema. For example, in a company upload,
you cannot set the value 'EntityType' to 'Union' because it is not one of the list vales in the schema. If you see an
Error during the upload, there was insufficient identifying information to update or add the record and the entire

entry/row on the .csv will be skipped.



Additionally, some operations are not allowed through file upload to prohibit entry errors. The following are some of

the forbidden operations:

« Changing Plan Sponsor for an existing plan

« Changing Plan Type or Checklist Type



EGTRRA Plans - Simple Upload Procedures

PPA versions of the defined contribution documents are now available on the ftwilliam.com system. There may still
be times when you would need to add an EGTRRA version of these documents. This guide walks you through how to
set up a new EGTRRA document on the system that is tied to a company but that will be populated with defaults. You

will then be able to enter the checklist for the plan and make any provisional changes that are needed.

1. Set or find CustomerID for the company that needs the EGTRRA defined contribution document.

a. Go to “Edit Company” screen.
b. Next to the company name find the CustomerlID. If there is no CustomerlID click on the pencil icon and

enter in a number that is unique to the company.

.,!) Wolters Kluwer ~

= Edit Campany

Company: SAMPLE UPLOAD PLAN

Plan:

Datails: EIN: 456123456

.;'_-} Wolters Kluwer ~

» Eget Camparmy
Company: SAMPLE UPLOAD PLAN ID: |456456456

Plan:

Detals:  EIN: 456123456

2. Complete the EGTRRA Plan SIMPLE Upload CSV file for the type of plan you would like to add. Note that you

will be editing the spreadsheet in Excel but the file must be saved in the .csv format for uploading.



a. The sample spreadsheet can be found on the “Upload Employer/Plan Data” Screen.

i. Under the Company/Plan, choose "Upload Company/Plan Data"

3 Wolters Kluwer

Select a Plan...

ﬁ Home

& Eedit profile
Batches 2
ftwClient Manager
ftwPortal Pro
Reports
Downloads

@ Administrative Tasks
© support

E Log Out

| Plan Search

Add Company
Edit Company

Delete Company
Add Plan
Edit Plan

Delete Plan

i
pload Company/Flan Data 3

N > ID: 456456456 #

ked 2014 -

+ 1099s wit

le / Expand All / Collapse All

ii. Click the"Add/Modify Company and Plan Data" link

“ 3 Wolters Kluwer ~

Select a Plan...

Home > Upload Center

Add/Meodify Company and Plan Data




iii. Click the "EGTRRA Plan Simple Upload Sample" to download the sample spreadsheet.

This sample spreadsheet will add a company and 2 plans. The
sample plans use most of the ZZZ default plan options, only
overriding the appropriate elements.

This upload can also be used to replace existing company/plan
data in batch. For a video demonstration outlining a method to
update certain plan fees for existing plans:

Upload file name:

Number of rows befg

b. PlanType, Checklist, and ChecklistVersion — These codes will tell the system what type of plan you would

like to add. The specific codes for each plan type can be taken from the following chart.

PlanType | CheckList ChecklistVersion
401(k) Plans
Prototype Nonstandardized 4K ProtoNS EGTRRA
Prototype Standardized 4K ProtoSTD EGTRRA
Volume Submitter — Prototype Format 4KPT VolSub EGTRRA
Volume Submitter — IDP Format 4K VolSub EGTRRA
Profit Sharing Plans
Volume Submitter — IDP Format PS VolSub EGTRRA
Money Purchase Pension Plans
Prototype Nonstandardized MP ProtoNS EGTRRA
Prototype Standardized MP ProtoSTD EGTRRA
Volume Submitter — IDP Format MP VolSub EGTRRA
Target Benefit Plans
Prototype Nonstandardized | TG ProtoNS EGTRRA
c. CustomerlID — This must match exactly the number found/set in step 1. This tells the system what com-
pany you want the new EGTRRA plan added to.
d. PlanLinel — This should be the first line of the plan name for the new EGTRRA plan. All plan specific

information can be changed in the checklist after the spreadsheet is uploaded. Entering the plan name




will allow you to more easily find the plan after upload.

e. You can add as many plans as you would like to the same upload file as long as the CustomerID and

PlanLinel are unique.

f. Below is a sample of a spreadsheet for a new 401(k) prototype nonstandardized plan for the SAMPLE

UPLOAD PLAN company shown above as well as plans for two other companies.

A B C D E
PlanType CheckList Checklist\ CustomerID PlanLinel
4K ProtoN5 EGTRRA 456456456 SAMPLE 401(k) ProtoNS EGTRRA - 456456456
4K ProtoN5 EGTRRA 123123123 SAMPLE 401(k) ProtoNS EGTRRA - 123123123

4KPT ProtoSTD EGTRRA 789789789 SAMPLE 401(k) ProtoSTD EGTRRA - 789789789

L9 B V0 B S B

g. Save the file as a .csv file in a place you can easily access it.

File name: EGTRRA Plan Simple Upload - SAMPLE UPLOAD PLAN

Save as type: | CSV (Comma delimited)

3. Upload csv file to the system.



a. Under the Company/Plan select “Upload Company/Plan Data”.

“ o .
| Wolters Kluwer fe;ecr a Plan...
fa} Home
it Profil
& Edit profile N v ID: 456456456 #
< Company / Plan > »  Add Company
Batches 2 » | Edit Company
ftwClient Manager » Delete Company
ftwPortal Pro » | Add Plan
Reports » | Edi e
epo Edit Plan ked 2014 -
Downloads » | Delete Plan .« 1099s wit
@ Administrative Tasks * | plan Search
© support * ¢Opload Company/Plan Data~) 3
E Log Out le / Expand All / Collapse All

b. On the Upload Center screen select “Add/Modify Company and Plan Data”.

“ 3 Wolters Kluwer ~ I select a plan. .

Home > Upload Center

S N pr A 4 i 4 =t 1l A
Add/Modify Company and Plan Data
c. Towards the bottom of Upload Company and Plan Information screen click on the “Browse” button.

Upload file name: ‘I!b le selected.

Number of rows before column headers: 0

Submit ]

Cancel




d. Use the pop-up screen to choose the file you created and saved in Step 2 and click the “Open” button.

omputer

=

EL Local Disk (C:)

el ]

!'.l_ EGTRRA Plan Simple Upload - SAMPLE UPLOAD PLAN
4 i b

File npame: EGTRRA Plan Simple Upload - SAMPLE UPLOAD PLAN

e. Click on the “Submit” button.

Upload file name: EGTRRA Plan Simple Upload - SAMPLE UPLOAD PLAN.csv
Number of rows before 0
column headers: I

Cancel

f. A pop-up will show if there are any errors or warnings. Typically the only issue you may see with this sim-
plified procedure is if you already have a plan with the same name under the company you are adding

to. If there are no errors click the “Perform Upload” button.

1

Company/Plan Upload

Upload Results Preview

# Result Company Plan CustomerID PlanLinel
1 OK Add SAMPLE 401(k) PrototNS EGTRRA
Download as CSV

Total rows processed/received: 1/1 Total errors: 0
Total rows with companies to be added: 0 Total warnings: 0
Total rows with companies to be updated: 0
Total rows with plans to be added: 1

1]

Total rows with plans to be updated:

Perform Upload || Fancel |

g. When the upload is complete a pop-up will show that the new plan(s) has been added. Click the “Close”

button. Your new EGTRRA document is now ready to work with.



Company/Plan Upload x

Upload Complete

# Result Company Plan PlanType Checklist ChecklistVersion CustomerID PlanLlinel

1 OK Add 4K ProtoNS EGTRRA

Download as C5V
Total rows processed/received: 1/1 Total errors: 0
Total rows with companies added: 0 Total warnings: 0

Total rows with companies updated: 0
Total rows with plans added: 1
Total rows with plans updated: [1]

(on]
e

a Wolters Kluwer ~ | select a Plan...

Home > Edit Cempany

Company: SAMPLE UPLOAD PLAN - ID: 456456456

Plan: | -
Details: | SAMPLE 401(k) PrototNS EGTRRA

Company Modules
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New User Interface And Navigation

The ftwilliam.com user interface features several new functions to improve navigation and efficiency while still allowing
the same functionality previously available. Several key enhancements of the new user interface include:

« A new home page that enables quicker access to commonly used features, as well as easier navigation.
« A new "Navigation Bar" on page 8 that allows access to all of the plans on the site.

o "Breadcrumb Trails" on page 12 illustrate your current location within the site.

o Seamless integration.



Home

1 3 Wolters Kluwer ~

Select a Plan...

Workflow

Home
[ Add Company
[ Add Plan

[ Batches / Workflow +

[ ftwPortal Pro «

[ Upload Plan Data

e — e

Plan Search

Clear All

Search Results

Updates: (View All)

ftwilliam.com New User
Interface - 2/19/2014

5500 Software Updates -
2/14/2014

Applications for Pre-approved
403(b) Plans in Your Firm's
Mame - 2/4/20143

5500 Package Updates -
2/3/2014

Cash Balance Form 8905 and
Applications for Defined
Benefit (including cash
balance) Plans in Your Firm's
Mame - 1/31/2014
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From the home page, you can easily navigate to companies and plans with Plan Search and Filter. On the left pane of the
home page you can quickly access technical updates, and functions such as Add Company, Batches/Workflow, Portal,

and the ability to Upload Plan Data. Several new and re-located features on the upper left side include:



Add Company

The Add Company feature allows you to create a new company.
Batches [ Workflow +

The Batches/Workflow drop-down menu contains batch functions for Workflow, 1099, 5500, Documents, Admin
and Portal, depending on products you have purchased.

ftwPortal Pro = or ftwPortal Express «

The Portal drop-down menu allows access to most features available to Portal Pro and Portal Express customers,
such as View User Portal, Portal User Manager, Message Manager and Document Manager.

Upload Company/Plan Data

The Upload Company/Plan Data feature allows you to upload Company and Plan data using .csv files to create
new Companies and Plans on the system, or modify ones already there. The feature also allows you to upload data
files from other Document Software vendors, making it more efficient to transfer plan data into ftwilliam.com .
Please contact support@ftwilliam.com for more details or assistance with this feature.

Plan Search / Filter

Flan Search

Company:

Plan:

Clear &ll Filters

The Plan Search box is a quick way to search for a Company or Plan using Company or Plan Name or Company ID or
PlanID. The Plan Search Filter will display partial matches as well, so typing the first few unique characters in a Com-
pany or Plan's name will only display all Companies and Plans whose name contains those characters is often enough to
find the exact Company or Plan you are search for. In addition, you may perform advanced searches by clicking on the
Advanced button. The Advanced fields enable you to perform an advanced search using the Employer's Identification
Number (EIN), Plan Number, Plan Type, Plan Year End (in Section A. General Information), 5500 Admin, Document
Admin and/or Compliance Admin. There is also an option in the Advanced search to display plans that have

ALL modules indicated as 'No' for 'Resp' on the Edit Plan screen. Note: Indicating 'No' for 'Resp' for all of a given
plan's modules will hide the plan from the Plan Search functions unless the 'Show Non-Resp Plans' box is checked.



Flan Search

Company: 57
Plan:

Advanced Options
EINM:

Plan Number:
Plan Type:

Plan Year End:

5500 Admin:
Document
Admin:
Compliance
Admin:

Show Non-Resp
Plans:

: Clear all Filters |

|_ Edit Company |

|_ Plan Documents |

IRS Forms |

5500 |

1099 |

Portal |

|.
|.
|.
|_ Admin |
|.
|.

Checldist |

To hide the Advanced search options, click the Simple button.

The large Search Results box below the Plan Search box provides the quickest access to a software module for any plan
by clicking on the drop-down menu next to 'Edit Plan' or by clicking on the Plan Name to click on the module that
appears below the Plan Name. Note: The Search Results box displays all companies and plans by default. To narrow

you plans down, see the above section on Plan Search.

=== Plan Name
= Company Mame

| Plan Documents || RS Forms || 5500 || 1099 || Admin || Portal || Checkist |

|' Edit Plan




Navigation Tools

The Navigation Bar is located at the top of most screens to allow quick access to the Wolters Kluwer logo button, other
Plans and modules, user profiles, support, suggestions and logging out. Y ou can move around the site with just a few
keystrokes or clicks.

Navigation Bar

iﬂ. Wolters Kluwer ~ Go | = workflow |~ | | & L.User +

The new navigation bar hosts the ability to navigate to nearly any module or location in the site in a few keystrokes or
clicks. Anywhere in the site, you can find the:

Wolters Kluwer logo button

‘i) Wolters Kluwer ~
ﬁ' Home

&  Edit erofile

Company / Plan 3

Batches b

ftwClient Manager 3

ftwPortal Pro b

Reports ]

Cownloads k
d;| Administrative Tasks 3
'3'}:' Support 3
@ Log Cut

The logo button is always accessible in the top left corner in the "Navigation
Bar" above; it features instant access to administrative, Portal, and ftwClient Manager functions, including:

« Edit your user profile,

o Add a company, or plan, search plans, or upload a plan in the Upload Center,



Add Company
Edit Company
Delete Company
Add Flan

Edit Flan

Delete Plan

Flan Search

Upload Flan Data

« Batch functions, for 5500s, 1099s, Annual Notice, Welfare SBC, and Portal Batches,
5500 Batch / Workflow

1099
Batch Annual Motice
Batch welfare SBC

Cnline Annual Questionnaire
Annual Questionnaire

Census Worksheet

Portal Documents

« ftwClient Manager features, such as the Workflow Dashboard or the Client Relationship Manager,
Workflow

Add Task
Add Project

CRM
Upload Contacts

Batch Add Projects

Batch Update Flan Specs

Enter Time

o Portal Features,



Wiew User Portal

Contact Manager

Mes==age Manager

Document Manager

Portal Document Batch

Fortal User Edit Grid

Upload Fortal Users
Download History

FPortal User Help

¢ Administrative Tasks

Administrative Tasks » | Portal f Workflow 3 -
(7] Support ¢ | Create Custom Checklist Edit Checks
k= Log Out Doc/SARSAFN Print Settings

Checl Out Mew DC PPA AL Styles

Defaults b | SARSAFMN/E955-55A Defaults
zers ZZ7-Defaults
User Groups/Roles Cefault Online Annual Questionnaire

Wiew Online Usage Agreement

Various reports,

Comphance List
Lizt of Deleted Flans
Document Provisions by Checllist

Selected Plan Frovisions

Selected 3500 Frovisions 3

Assorted downloads,
Blank Checklists

Blank Adoption Agreements for Prototype-Style Flans
IRS Letters for Pre-approved Flans

ftwilliam Signed Amendments for Pre-approved Flans

All Portal Uzer Messages

Select a plan




The new plan select bar allows you to jump to any plan you administer from anywhere on the site. You can either
click the arrow on the right side to view and select from all plans, or click the cursor in the text entry field and
begin typing the name of the plan. As you type, the results from the list will automatically filter.

denver] -3
University Of Denver Health Flan

University Of Denver Retirement Flan

If you enter text which does not match any company names, you will see a warning indicating that the search does
not match any plans.

boulder I The value entered is not valid.

The 'Go' Button | =°

The 'Go' button allows you to access any module available for the plan currently displayed in the plan select bar at
the center of the navigation bar. Click on the downward facing arrow next to the word 'Go' to jump immediately to
any of the modules available to that plan (such as IRS Forms, Admin, or Portal), or click Edit Plan, or Edit Com-
pany to update relevant data. Clicking 'Go' itself will direct you to the Edit/Print Menu, where you can edit plan
data, and also access modules for the plan.

Workflow quick access features
Workflow |+
Add Task
CRM

Enter Time The workflow menu button allows you to add a Task, or Project, access the CRM, or enter time for

a Project from anywhere in the site. The 'Add Task ' and 'Add Project' options in the navigation bar function in
Plan Context when a plan is selected.

Quick help link to edit your profile, contact us, or log out.



& F.T. will v
& Edit Profile
':@' Contact Support

'@' Suggestion Box

B8 Log out The menu in the top right always displays your username. From this drop-down menu, you can edit
your user profile, contact us (support@ftwilliam.com) , or log out.

The option to quickly edit your user profile on the right side of the navigation bar enables you to set:

o First and last name,

« Display Name,

o Email Address,

o Phone Number,

« Option to switch between the new Ul (Use New UI - Yes/No)
o Change Password.

The new quick edit profile option also allows you to select your Time Zone for calculating event times in your local time.
The fiwClient Manager accounts for your time zones when setting up a new Task to organize, or attend a meeting.

For example, if your company's office is in California, but you work remotely from New Y ork, and the meeting organ-
izer sends a Task to join a meeting, fiwClient Manager will add the event to your calendar based on your time zone, not
the meeting organizer’s . The default value for all users is central standard --‘ America/Chicago’.

Breadcrumb Trails

@_ Wolters Kluwer ~ | ftwTest 401k Plan Go |~

| Home = Edit Company = Edit Plan

Throughout the site you will notice a directory, or path to your current location known as a breadcrumb trail. The bread-
crumb trail shows your current location in the site relative to the Home screen, and allows you to easily and intuitively go
'back’ or 'up' in the path to any point by clicking the blue, underlined text.

Clicking the company name from the breadcrumb trail will direct you to 'Select Plan' screen , and clicking the plan name
will direct you to the Edit/Print Menu, where you can edit plan information, or select available modules from the Print
Menu.

The breadcrumb trail always begins with home, followed by either a company and plan, or a workflow or batch func-
tion.



‘i) Wolters Kluwer ~ Go | v

| Home > 1099 > 1099-R 2012 > Show Batches - 1099-R - 2012

New Windows/Dialogues

The new user-interface utilizes dialogues--frames that pop-up within the same window in your browser - for many new
features, rather than directing you to a different page and derailing your workflow. The new dialogues are movable
within the window frame, enabling you to view information on the page behind.

Create Project

Workflow Dashboard | add 1a=k .
Select a Project Template:

Misc. tasks -
« Filters
Misc. tasks
Flan: Module:
Show closed tasks: Service Level: - Ce Description:  Misc. tasks
Flan:
Assignee:
Projects
: Year: 2013 -
ProjectiD Diescription ear E=t. Hours FinalDueDate
795 Mizc. taskss 2013 0.00 0000-00-00
— Misc. tasks X 5013 P T oK Cancel
To7 Misc. tasks X 2013 0.00 0000-00-00 Clozed 1 01054

Fi W W 2013 0.00 0000-00-00 - 1 00

2013 MO N ;] - _ 1009

o et ] Mo ARRR AR AR

200 2013 0.00 0000-00-00 | Closed 100%

2013 0.00 0000-00-00 ~lnse 1010%

Dialogues disable the page 'behind' the pop-up; you can close the dialogue and return to the page by either clicking the
'X" in the top right corner, or completing the operation for the dialogue (such as clicking 'Ok’ in the pictured example of
creating a project).

Contact Support And Suggestion Box

To improve the support process, the new 'Contact Us' form includes several new features to provide our support team
with any information relevant to your support ticket. Additionally, the new contact form includes a new feature to submit



suggestions for future enhancements to the ftwilliam.com software suite.To contact our support team, you may go to any
one of the following

« the button in the top right which is labeled with your username, and select 'Contact Support' from the drop down
menu. If you would like to submit a suggestion for a future enhancement to ftwilliam.com, select 'Suggestion Box',

W & Wolters Kluwer ~ [select o pian... -[eo ]

Home

l Flan Search

[ Add Company

I Add Plan l ‘ Company:

« the Wolters Kluwer logo button in the top left, then select 'Support' at the bottom then 'Contact Us,

3 Wolters Kluwer ~ [ select a plai
ﬁ' Home
& Edit Profile lan Search
Campany [ Flan b Company:
Batches b Plan:
ftwPortal Pro »
Reports 3
Downloads b
_ . iearch Results
@ Administrative Tasks »
Jan
® support b | Contact Us
E Log Cut Suggestion Box
Upgrade - 8/20/2013 Uzer Guides 3
ftwPro Amend Changes - E Portal User Help
8/19/2013 .
Email Updates
§955-554 Late Filing H Und
Motice Updates - | 4 Tech Updates

 'Contact Us' in the footer of any page.

® 2007-2013 CCH Incorporated or its affiliates | |[Contact Us]



The dialogue that appears automatically populates the form with your user name, email, and phone number as well as the
company, plan, and module you are viewing when applicable to help improve the speed effective support. If your ques-
tion does not pertain to the pre-populated fields, or to a plan other than the one that's automatically filled, all fields in the
support contact form are editable. Additionally, you can change the recipient of your message in the contact support dia-
logue by changing the '"To' field to the recipient of choice--Suggestion Box or Support.

Contact Information

Email: support@ftwilliam.com
Phone: 500.596.0714
Address: 700 W. Virginia St.
Suite 305
Milwaukes, WI 53204

Submit a Question
Plan: Example Flan 401(k)

Module: | worlflow
Your Name: | |jzer
Your Email: | | jnux.User@wolterskluwer.com

Your Phone: | (333) 555-0102

To: Support

Subject: Eyample Message

Message: Example Message Body|

L4 send | | X Close

By using the contact form , our support team can speed up resolving issues by using information such as which web
browser you use, and plan checklist information which is not available by the traditional means of emailing contact dir-
ectly.

Grids

ftiwClient Manager uses new grids, such as the CRM grid below, for many features in the site to enable quicker access to
plans, contacts, and other information.



MName Company Type Phone Email
1, Test _|@':' Compuglobalhypermeganet frye.nicki@gmail com
2, Test %5 Compuglobalhypermeganet nicholas. frye@wolterskiuw
3, Test '@:' compuglobalhypermeganet nicholas. frye@woltersklu
Bean, Java _|*E';' Alterra Coffee Roasters, Inc. Plan Sponsor S88-554-9871 mike.ceclla@wolterskiuwe
Brin, Sergey _|@':' Google, Inc. Trustee 200-753-5541 sbrin@@google.com
Bunny, Bugsy J@l' Looney Tunes Financial Advizor 2884446541 bbunny@looneytunes.com
Caffeinated, Joe _|{El' Starbucks Corporation Plan Sponsor &00-123-4567 cjoe@starbucks.com
Cake, Patty _|*E';' Bakers Man Bakery Trustee 3559-852-7410 pcake@bakersman.com
Ceolla, Mike _|@':' EMP mike. ceolla@wolerskiuwe
Contact, Test J@l' Test Company jazon. hardies@wolerskiuy
Dary, Legen '@:' Stinzon's Fine Suites Attorney &04-552-5541 idary@stingons.com
Dog, Astro ¥ Jetsons, LLC D00-THX-1138 jared. marker@wolerskiuw
Gaga, Lady @1' Born This Way Inc. Financial Advisor B7T7-554-TB52 ladyi@gaga.com
Jetzon, Elroy J@l' Jetzons, LLC 000-THX-1138 jared. marken@w olterskiuw
Jetzon, George '@:' Jetzong, LLC 000-THX-1138 jared. marker@wolterskiuw
Jones, Felx _|*E';' Kat, Feli, and Jones Attorney S66-555-4321 jared. marker@w olterskiuw
Jones, Kat @1' Kat, Feliz, and Jones CR& B85-555-4321 jared.markeri@w olterskiuw
Jones, Tom J@l' Kat, Felp:, and Jones Financial Advizor 515-555-4412 jared. marken@w olterskiuw
Muffet, Little '@:' Curds & Whey LLC Plan Sponsor 321-566-6548 Imuffet@curdswhey.com
Page, Larry _|*E';' Google Inc. Plan Sponsor a00-753-5541 Ipage@google.com
Postit, Peter _|@':' 3m Company Plan Sponsor 200-716-9547 ppostit@3m.com
Stingon. Barnew 45 | eoen Waitforit Darv Attornevs Attornev B57-541-5211 betinsoni@leasendarvattorn:

| Do with selected: = | Current View Total: 30 / Number Selected: 0 E

Filtering
IC

MName Company Type Phone Email
1 Text 5 | Pamninlnhalhnermenanat frue nirkfmamail fnm

In grids which have text entry fields above each column, you can enter text to filter. After hitting enter or return on your
keyboard, the grid contents will automatically update to include only rows which match the entered text. To remove the
entered text, click the X' next to the filtered text you would like to remove and the grid will display more results.



Pop-out

Clicking the pop-out icon in the top right corner of the grid will open the grid in a new window in your browser,
enabling you to maximize, or resize the grid. When the grid opens in a new window, the grid functions such as filters,
and automatically saving fields behave the same as when the grid is embedded in the page. & vou can close the pop-

out window by clicking the red 'X' in the top-right corner of the grid.

Using the pop-out feature requires your browser to allow pop-ups; if the pop-out does not open a new window, or tab,
you must configure your browsers setting to allow pop-ups from ftwilliam.com.

Select/Unselect All
______________ Mame
4 Tt The top left corner of the new grids features options to select, or unselect all items in the

grid. The checkbox next to the column headers will select all items displayed on the grid, and only selects items currently
displayed. Using the select all, in combination with the column filters provides a powerful resource for working with
batches to select specific entries.

To unselect all plans, click the unselect all button )

Export Current View to CSV

The option 'Export Current View to CSV' will download a .csv formatted spreadsheet of the current contents of the grid.
This export option observes filters , and sorting in the current view and will create a .csv file with those modifiers in
place.

Plan Document Software User Guide

PLEASE NOTE: this is intended to be a general guide to introduce you to the document software features
and structure. More detail is often provided at ftwilliam.com. At the top of every page you should find a link
to 'Help' and a link to contact 'support' (via email). You can also call us between 8 p.m. and 5 p.m. CST at 1
(800) 596-0714 (you can also find this number at the bottom of every page in your account).

The Plan Document software helps you draft Plan Documents and other supporting documents as you complete the
online Checklist found on the Edit Plan screen. Some of the data entered within the Checklist automatically populates sec-
tions of IRS Forms. Additionally, the Administration software will automatically pull data from the Plan Checklist where
applicable when you add a new plan year end to a plan for the first time.

To get started, you will need to add a company and plan by clicking on the Wolters Kluwer logo button in the top left
corner, select Company/Plan, then click Add Company. Or, form the home screen you can click the Add Company,
and Add Plan buttons in the top left. To get to the Home screen from anywhere in the site, you can click the Home



under the Wolters Kluwer logo button, or click Home at the root of the bread crumb trail just below the "Navigation
Bar" on page 8.

‘i) Wolters Kluwer ~

Home > Portal Documents Batches > [E10 = Download History

‘i) Wolters Kluwer ~

fat
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Home

Edit Frofile lan Search
Company / Plan ¥ | Add Company
Batches ¢ | Edit Company
ftwClient Manager ¥ | Delete Company
ftwPortal Pro b | add Flan
Reports ¥ | Edit Plan
Downloads * | Delete Plan
Administrative Tasks * | Blan Search
Support ’ Upload Flan Data
Log Cut

¢ Add a Company

When you add a new company, if you enter an EIN which matches a 5500 record from the previous year's filing,
the 55AutoFill (patented) feature will allow you to import company and plan information from previous 5500 fil-
ings. All you need to do is enter the plan sponsor's taxpayer identification number and basic plan and company
information for that plan sponsor are automatically imported for your use - even if you did not use our software in
any previous year.

Select a Company

To edit or delete a company you've already created, go to the Home page and select one of the company's plans
from the plan list (you can find those plans quicker by using the "Filtering" on page 16 options for the Plan Grid).
You can also select a company to edit by selecting Company/Plan from the Wolters Kluwer logo button and
clicking Edit Company, then select the company you would like to edit from dialog that pops up. If you have a
long list of companies, you can filter by company name when typing into the company filter at the top.


http://www.ftwilliam.com/product5500.html#Highlights

Select Company
Filters: Company: |

Company Name:

Acme
Compuglebalhypermeganet
My test company’s test name
Test Company 1

Test Company 2

Test Company A

Test Company B

Select Company Cloze
¢ Delete a Company

You can also delete a company using the drop-down option from the Wolters Kluwer logo button by selecting
Company/Plan, then clicking Delete Company. You can only delete a company if it has no associated plans.

Edit Company

After you've selected a company, you can enter and update company data from the Company Data checklist. By default,
the list will display all relevant sections of the checklist; fields which are not applicable based on other answers will not
be displayed, and in their place you will see a + sign to expand the section --e.g. 10b: Union Representative will not be
displayed unless 'Union' is selected for 10a.

For more info on each entry, you can hover you cursor over the & icon next to the Company Checklist to see a brief sum-
mary, or click on the ® to read a longer description.



w 3‘ WOlterS KIUWEF ¥ B Select a Plan... | Go |~ Wﬂrkﬂﬂ‘l‘ll

Home > Edit Company

Company P
Company: Acme - ID:
» Dele
Plan: Select a plan... - .
Update unlocked 2013 » 5500s and 8955-55As with applicable data from this page. 77
Update unlocked 2013 + 1099s with applicable data from this page. 77
Update l
Company Data Expand &ll Applicabl

¥ Company Information:
* Additional Company Information:
¥ Contact Information:

* Motes:

30. Notes @D

Add A Plan

After you have created a Company, you can add new plans to associate with a company. If you used 55Autofill to add a
Company, all plans reported to the DOL which are associated with the EIN will be added to the system for you.

Company Menu

» Delete Company
» Add Plan

To add a plan to a company, you can either select Company/Plan from the Wol-
ters Kluwer logo button, then select Add Plan, or from the Company Data checklist click Add Plan from the Com-
pany Menu in the upper right. You may also add a plan via file upload.



Responsible For

The ‘Responsible For’ option displays on the Edit Plan screen below each module you have purchased within the Plan
Modules box. With this option you can select whether your firm is responsible for the tasks in each module for the plan,
such as filing 5500s, or completing compliance testing. These values are referred to within workflow grids, and can be
used to hide the plan from your plan/batch lists. If you are no longer responsible for managing a plan, but do not want to
delete the plan, you can set 'Resp' to No for each module. This will prevent the plan from appearing in the plan list in the
navigation bar, and from the plan list on the Home screen by default.

Clone A Plan

Flan Menu

Convert Plan

Clone Plan

Celete Plan

Show History

Waorkflow Plan Specifications
New & Coming Soon!

If you would like to add a plan which is very similar or identical to another plan,
you can clone the original plan rather than creating a new plan and re-entering the information. Cloning a plan will copy
the checklist answers of the selected plan to a new plan for an existing company that you have created on the system. If
you would like to add the plan to a new Company, you will need to create the company prior to cloning the plan. You
will not need to create a new plan, which will be done by the Clone Me feature. To clone a plan, simply navigate to the
Edit Plan screen by either selecting the plan in the "Navigation Bar" on page 8, or from the Home screen. In the Plan
Menu click Clone Plan, then in the next screen, select a company to associate with the cloned plan.

Clone a Plan

Name of plan that will serve as the basis of the new plan: Test 401k A

Select the Company for which the new plan will be created:

Company: i Acme L

Clone Plan

Cancel and return to previous page

Delete A Plan

Deleting a plan will permanently remove the plan from the system, as well as all completed forms and filings. If you
might need access to the plan again in the future, we recommend you mark the plan as one you are no longer responsible
for. Plans you are no longer responsible for will not appear in plan search results.



To delete a plan, select the plan with the Navigation Bar, or click Edit Plan next to the plan from the Home screen.
From the Plan Menu in the top right beneath the Navigation Bar, click Delete Plan. Y ou may cancel deleting the plan
on the following screen by clicking Cancel and Return to Previous Page, otherwise click Delete Plan once more.



Plan ChecKklists

a Wolters Kluwer ~ | My test plan

Home > Edit Company > Edit Plan

Plan Menu

Company: |M'5F test company | i | ID: &
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Edit Plan

The Edit Plan screen is the home page for each plan and enables you to access each available module for the plan, such
as Admin, 5500s, Portal, etc., as well as edit data about the plan itself. In the top left, you will see the basic information
about the plan, including:

o Company Name

o Plan Name

Checklist Type

Employer Identification Number, Plan Number, and Plan Year End (EIN, PN, and PYE respectively)
Company ID* - a Unique ID for the company assigned by an Admin user

Plan ID* - a Unique ID for a plan assigned by an Admin user

*If you are an Admin user, a #* icon will appear next to the field. Click the icon to edit the field, and
the field will automatically save. Click the £ icon to discard any changes you've entered.

This information is displayed on the home screen for all modules and the top right will feature functions for each module.
For example, in the Plan Document module, the Plan Document Menu allows users to choose between Word and PDF
output formats, Print IRS Letters for the plan, etc.

Using the drop-down options under Company Name and Plan Name, you can quickly navigate between plans and com-
panies you would like to work with. Selecting a different Company Name will direct you to the Edit Company screen
with that company selected; selecting a different Plan Name will not change which screen you are currently viewing but
will change which plan you have selected

Checklist Type

All plans on fiwilliam.com are associated with a checklist type of one of the following depending on the document pack-
ages you have purchased.

Retirement Plan Documents:

« Prototype Non-Standard 401(k) - PPA

o Prototype Non-Standard 401(k) (Answers Only) - PPA
« Prototype Non-Standardized Money Purchase

« Prototype Non-Standardized Target Benefit

« Prototype Standardized 401(k) - PPA

o Prototype Standardized 401(k) (Answers Only) - PPA
« Prototype Standardized Money Purchase

e Volume Submitter 401(k) Prototype Format - PPA

o Volume Submitter 401(k) Prototype Format (Answers Only)- PPA
e Volume Submitter 401(k) - PPA

o Volume Submitter Profit Sharing - PPA

o Volume Submitter Money Purchase

o Defined Benefit Pension Plan (Proto Format)



o Defined Benefit Pension Plan (ID Format)
« Cash Balance Plan (Proto Format)

o Cash Balance Plan (ID Format)

« Employee Stock Ownership Plan

« Employee Stock Ownership Plan 401(k)

« Section 403(b) Plan (Full Scope)

« Section 403(b) Plan (Limited Scope)

o Welfare Plan Documents:
« Cafeteria Plan
e Premium Only Plan
o Health Reimbursement Arrangement
Trans Spend Acct
Wrap Plan
o Non-Qualified Plan Documents:
« Section 457(b) Plan
o Section 409A Plan
e Misc (1099, 5500 or Admin Software)

Note: If you have not purchased a plan document module you will only have access to the 'Misc' plan checklist type.
Plans using the Misc. checklist have access to the General Information section on the Edit Plan screen. Plans using the
Misc. checklist can still be used for all modules except the Plan Documents module.

Converting Checklist Types

Y ou may change the Document Checklist Type for a plan using the Convert Plan function in the Plan Menu in the top
right. You can change between different retirement checklist types, or between welfare checklist types, but if you need to
convert a plan checklist from a retirement plan to a welfare plan, or the other way around, you must first convert the plan
to a 'Misc' type, then complete the conversion.

Designated Admin users may "Revert " on page 40 converting a plan from the Show History menu as well, but you can-
not revert changes made to the plan prior to conversion without converting the plan checklist type back, since the Revert
function rolls back the Plan Checklist to a prior state.

Print Checklist

You can also print the selected checklist and responses to a .rtf file at the top of the Plan Checklist section by clicking the
Print icon. Per plan document customers will not be billed for printing checklists.

Editing the Checklist

Each checklist type features different sections, and fields though you can edit them all the same. To display the content of
any section, click anywhere on the section next to the section letter index A-J, and all the relevant checklist options will
appear for the selected plan's Checklist Type.



The sections listed will vary depend on the checklist the plan is using. To view the checklist questions in each section,
you can click Expand All, Expand All Applicable, or click the section header itself. Expand All will display all check-
list questions even if they are disabled from the response of another checklist question. For example, if question 4b for a
Prototype Non-Standardized 401(k) plan is 'No', questions 4ci, and 4cii will still be listed, but will appear grayed out and
disabled (unable to enter text, or select an option).

4b. The Plan has a short plan year: i Yes [ No
4ci. If A.db is Yes", enter the start date of the short Plan Year: ®
GC A.4b e ente 2 end date o = o a =] 'ﬁ'

Expand All Applicable will still list the blank entry, but not display the question or entry field:

4b. The Plan has a short plan year: (7] Yes [ Ma

Y ou can also expand each section one at a time by clicking the section name, as well as each sub-section.

After making an entry in a text or date field, you do not need to click any buttons to submit; when you move your cursor
the field will automatically save: clicking elsewhere on the page, or pressing the Tab key, for example. When the doc-
ument checklist has been successfully updated, you will see a confirmation icon (&) next to the updated field.

If the field fails to update, you will see the failed upload icon (* ). If you cannot update the text field, try refreshing the
page to verify you are still logged in, and that you currently have an internet connection.

777 - Default Plans

When you add a new plan any necessary plan specifications are automatically populated using defaults set in special
plans called 'ZZZ-Defaults' (unless you added the plan using 55Autofill or by cloning a plan). Before adding new plans,
you may want to start by opening the default company plans and updating the default plan specifications. 'ZZZ-Default’
settings do not affect existing plans, and are only used when creating a new plan. All 'ZZZ-Defaults' are unique to each
plan type: for example, the defaults for a 401(k) Prototype Non-Standardized plan will not affect new Volume Submitter
401(k) plans.

Designated Admin users and the Master user can edit ZZZ-Defaults by clicking the Wolters Kluwer logo button, select-
ing Administrative Tasks, then clicking ZZZ-Defaults under Defaults . You can edit the default "Plan Checklists" on
page 23 just like other plans.

You may also copy the checklist answers to a new plan in any company instead of using ZZZ-Defaults by clicking on
the Clone Me link next to the Checklist name. Cloning a plan will copy the checklist answers of the selected plan to a
new plan for an existing company that you have created on the system. If you would like to add the plan to a new Com-
pany, you will need to create the company prior to cloning the plan. Y ou will not need to create a new plan, which will
be done by the Clone Me feature. To clone a plan, simply navigate to the Edit Plan screen by either selecting the plan in



the "Navigation Bar" on page 8, or from the Home screen. In the Plan Menu click Clone Plan, then in the next screen,

Clone a Plan

Name of plan that will serve as the basis of the new plan: Test 401k A

Select the Company for which the new plan will be created:

Company: i Acme L

Clone Plan

Cancel and return to previous page

select a company to associate with the cloned plan.



SIMPLE 401(Kk) User Guide

The SIMPLE 401(k) plan is a type of 401(k) plan that is exempt from ADP, ACP, 401(a)(4), and top-heavy testing as
long as specific requirements are met. Coverage testing, annual additions, and elective deferral limits will still apply to a
SIMPLE 401(k) plan.

WHO CAN ESTABLISH A SIMPLE 401(k) PLAN?

Any employer who is eligible to establish a 401(k) plan and who has no more than 100 employees can establish a
SIMPLE 401(k) plan. In any calendar year that an employer maintains a SIMPLE 401(k) plan, they cannot maintain any
other type of retirement plan. SIMPLE 401(k) plans are still subject to the Form 5500 filing requirements.

WHAT ARE THE CONTRIBUTION REQUIREMENTS FOR A SIMPLE 401(k) PLAN?

A SIMPLE 401(k) plan has mandatory contribution requirements. The plan must give either (1) a matching contribution
of 100% on the first 3% of compensation deferred or (2) a non-elective contribution of 2% of compensation, but not
both. Aside from elective deferrals and rollover contributions, no other employee or employer contributions can be made
to a SIMPLE 401(k) plan.

WHAT ARE SOME OF THE OTHER REQUIREMENTS FOR A SIMPLE 401(k) PLAN?

Limitation year, plan year and determination period must all be the calendar year.

Compensation must be defined as unreduced W-2 compensation.

o All plan assets must be fully (100%) vested. This includes any assets that were subject to a vesting schedule prior
to the adoption of the SIMPLE 401(k) provisions.

Notice must be provided every year to all eligible employees.

HOW SHOULD A SIMPLE 401(k) PLAN BE SET UP ON THE ftwilliam.com DOCUMENT SYSTEM?

Below is a chart that lists the questions that must be set a certain way to ensure that the SPD and SIMPLE 401(k) notice
populate correctly.

Edit checks will trigger to help guide you in setting up the SIMPLE 401(k) plans when using PPA versions of the
Volume Submitter Prototype, Volume Submitter IDP, Prototype Non-Standardized, and Prototype Standardized 401(k)
documents, including the Answers Only versions.

Please note that this chart includes the responses for plans that have matching contributions and plans that have non-elect-
ive contributions.



Question

Required Response

Plan Year End (Month Day)

December 31

Limitation Year means

Calendar Year

Voluntary (after-tax) Contributions are permitted (If "No", questions regarding Vol-
untary Contributions are disregarded)

No

Definition of Compensation for purposes of allocations

W-2

For purposes of allocating Employer Contributions, Compensation is determined
over the period specified below ending with or within the Plan Year

Calendar year

Include deferrals in definition of Compensation Yes
Deferrals included for purposes of Matching Contributions (Match Only) Yes
Deferrals included for purposes of Non-elective Contributions (Non-elective Only) Yes
Exclude pay eamed before participation in Plan from definition of Compensation No
Exclude pay eamed before participation in Plan from definition of Compensation No
For Matching Contributions (Match Only)

Exclude pay earned before participation in Plan from definition of Compensation No
For Non-elective Contributions (Non-elective Only)

Exclude other pay from definition of Compensation for the following Participants No

Exclude Employees covered under a collective bargaining agreement from definition
of Eligible Employee

Exclusions must match between the different
sources allowed

Exclude leased Employees from definition of Eligible Employee

Exclusions must match between the different
sources allowed

Exclude nonresident aliens from definition of Eligible Employee

Exclusions must match between the different
sources allowed

Eligibility for Matching Contributions (Match Only)

Same as Elective Deferrals

Eligibility for Profit Sharing Contributions (Non-elective Only)

Same as Elective Deferrals

This is a safe-harbor plan exempt from most testing N/A

Maximum Elective Deferral contribution as a percent of Compensation (enter

R " .. . 100%
100%" if no limit applies)

Indicate whether a lower maximum Elective Deferral contribution applies for HCEs | No

Plan provides for automatic enrollment None

In order to share in the allocation of Matching Contributions, a Participant is No




required to be employed by the Company on the last day of the Plan Year or com-
plete Hours of Service in the applicable Plan Year (Match Only)

In order to share in the allocation of Matching Contributions, a Participant is

required to be employed by the Company on the last day of the Plan Year (Match No
Only)
In order to share in the allocation of Matching Contributions, a Participant is
required to be employed by the Company on the last day of the Plan Year or com-
. . . . No

plete at least the Hours of Service specified below in the applicable Plan Year
(Match Only)
Modifications shall be made to the service described above for an allocation of No
Matching contributions (Match Only)
Matching Contribution formula (Match Only) Single rate
First rate of Matching Contributions (without % sign - percent of elective deferrals 100
match) (Match Only)
Maximum amount of Employee contributions matched (without % sign - maximum 3
percent of compensation matched at rate above) (Match Only)
Further discretionary Matching Contributions may be made in addition to those No
described as first - third steps (Match Only)
Further fixed Matching Contributions will be made in addition to those described as

. No
first - third steps (Match Only)
Plan limits Matching Contributions to a maximum amount/percentage in each Plan No

Year (Match Only)

Continuing Eligibility for Profit Sharing Contributions (Non-elective Only)

Pursuant to options selected below

In order to share in the allocation of Profit Sharing Contributions, a Participant is
required to complete Hours of Service in the applicable Plan Year (Non-elective
Only)

No

In order to share in the allocation of Profit Sharing Contributions, a Participant is
required to be employed by the Company on the last day of the Plan Year (Non-
elective Only)

In order to share in the allocation of Profit Sharing Contributions, a Participant is
required to be employed by the Company on the last day of the Plan Year or com-
plete at least the Hours of Service specified below in the applicable Plan Year (Non-
elective Only)

Amount of Profit Sharing Contributions (Non-elective Only)

Other

Enter the other Profit Sharing Contribution amount (Non-elective Only)

Amount needed to meet the SIMPLE 401 (k)
Contribution requirements




Profit Sharing allocation formula (Non-elective Only)

Fixed Amount

Profit Sharing Contributions are subject to a minimum amount (Non-elective Only) | No
Profit Sharing Contributions are subject to a maximum amount (Non-elective Only) | No
Plan also provides for an allocation formula required under a collective bar- No
gaining agreement (Non-elective Only)

Plan also provides for a Prevailing wage allocation formula as regular No
Profit Sharing Contribution (Non-elective Only)

Plan also provides for a Prevailing wage allocation formula as QNEC No
(Non-elective Only)

The Plan may accept voluntary contributions to deemed IRAs No
Matching Contribution Account Vesting Schedule (Match Only) 100%
Profit Sharing Contribution Account Vesting Schedule (Non-elective 100%
Only) °
Plan has a vesting schedule other than the schedules described above No
Retain old Profit Sharing Vesting for pre 2007 contributions (Non-elective No

Only)




Publishing Plan Documents

In the Plan Document module screen, you can print all the relevant forms and documents for the selected plan type.

Plan Documents

Note: Documents and forms may not generate correctly if the status for any section is "NOT-OK" or "???". If the status
for any section is "NOT-OK" or "???", the first page of each downloaded document or form will contain a warning to
that effect (you can always print a document even if you have not passed edit checks).

Y ou can print the Plan Document by clicking Plan Document or Adoption Agreement. Note that you must generate
Basic Plan Documents individually and the Basic Plan Document is not selectable for use with options in the Do with
Selected menu, such as Print to One File, Download to ZIP or Publish to Portal. Clicking any other link in the Docu-
ments / Forms menu will download the respective document in .rtf or .pdf format depending on what you have selected
from the 'Document Format' drop-down in the top right. On most desktop computers .rtf files will open in Microsoft
Word and .pdf files will open with Adobe Reader/Acrobat.
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Flan Diocuments Menu

ftwPro Amend

Drocument Format:

Print IRS Letter for
View Plan Docs D

Documents f Forms

Plan Document
Adoption Agreement

[ ] Download Basic Plan Document

Required Amendments *

DC PPA Amendment

2011 Required Amendment
2012 Interim Amendment

Custom/Workflow

MEP/APA
Joinder Agreement

Summary Plan Description
summary Plan Description

Highlights
Sponsor Highlights
Participant Highlights

Administrative Policies
QDRO Procedures
Funding Policy

Model/Sample Amendments/Agreements
Consent

Amendment

Short Plan Year Amendment

Termination Kit non MP

Cease Safe Harbor Match Amendment
Cease Safe Harbor Nonelective Amendment
Trust Onby

EGTRRA Summary

OO0O0OoOoOoOoO

2012 T Termination Amendment

O

Forms

OOoOOoO0OoOoOOOoOoOoOoOo

Deferral Agreemer
Dreferral Agreemer
Bonus Deferral Agr
Self Employed Def
Beneficiary Design
Special Tax Notice
Distribution Electiol
Roth Certification {
Beneficiary Dist Ele
Inservice Distributi
Benefit Statement -
Motice of Multiple S
Blackout Motice {

|. Do with selected: + .

*NOTE: Documents generated after the required amendments have been released will have tF

automatically.

Note: Per plan document customers will be charged each time you click Plan Document on Volume Submitter style doc-
ument, or Adoption Agreement for Prototype style documents. Per plan document customers are not charged for gen-
erating supporting documents, such as Basic Plan Documents (BPD), Summary Plan Descriptions (SPD), amendments,



checklists, etc. Per plan customers will also receive a warning that you will be charged for generating a document each
time you click Adoption Agreement or Plan Document. We recommend that per plan customers generate the checklist
to review with clients prior to generating the Adoption Agreement or Plan Document. We also suggest saving the Adop-
tion Agreement or Plan Document to your computer once you have generated one. Annual document customers are only
charged the annual fee.

Once you create a document, you should save a copy of the document to your computer. Documents on the system are
updated from time to time. We fix documents for typos without notifying customers. Any time there is a new checklist
item or other similar change, we will notify customers. At the time we notify customers, the older version of the plan will
no longer be available. Note that even pre-approved documents can be changed after the time of release (after obtaining
approval from the IRS). We do always contact customers via a technical update if changes have been made with detailed
information on the changes.

Prototype Note: You will note that some items will appear blank on the adoption agreement. These items are blanked to
indicate that a response is not necessary. For example, if matching contributions are not allowed in a 401(k) plan, all ques-
tions dealing with matching contributions will be blanked.

Select the document to print by clicking on the appropriate link within the ‘Documents/Forms' box. The links that appear
within the ‘Documents/Forms' box may be determined by the type of plan. For instance, "Termination Kit non MP" will
only appear for plans that are not money purchase or target benefit plans. "Trust Only" should only be an option if the
checklist question "Trust Agreement is contained in a document separate from the Plan document" in Section G is
answered "Yes" (it is a sample trust document you can modify and use if that is useful). Y ou should consult with an attor-
ney to determine if any other documents may be necessary. See the Table of Contents Note above for information regard-
ing generating a table of contents for the SPD.

Please Note: Because of a quirk in MS Word, you often must save your plan document (if it contains a table of contents)
and SPD as a regular Word document (.doc) immediately after downloading. If you fail to do so, the table of contents
may not generate properly. After saving the plan document or SPD, you may generate the table of contents by placing
the cursor and pressing F9 in the text "<< Press F9 to Generate Table of Contents here >>" that is present on the page
immediately after the title page of the document.

Amendments

There are several types of amendments available on the system. All Amendments are located within the 'Docu-
ments/Forms' box on the 'Print Plan Documents' page for a plan.

o Sample amendment template. In the 'Documents/Forms' box, the link to 'Amendment' will generate a sample
Amendment template that can be used to create amendments to existing documents. For pre-approved documents,
we generally recommend copying and pasting the language from an existing adoption agreement/document into
the amendment template to help ensure you do not modify the pre-approved language. This is an option for users
that do not subscribe to the automated amendment, ftwPro Amend feature.

« Optional amendments. Some Amendments may be provided in case you should find them useful (termination
amendments, amendments to add/remove optional features). Some examples of optional amendments include:
Cease Safe Harbor Match Amendment, DBK Amendment, Roth Amendment (for 457(b) documents), etc.



« Required Amendments. Required amendments are typically named "20XX Required Amendment". When
required amendments are released, updated plan documents are released at the same time. Pre-approved documents
will typically include required amendments as a tack-on amendment. Individually designed documents will typ-
ically have the changes incorporated into the document. This means that if new documents are generated as part of
a restatment for example, you do not need to separately create any required amendments

o ftwPro Amend. Automatically generate a plan amendment, summary of material modifications (SMM) and con-
sent action for any retirement or welfare plan in prototype format (plan with an Adoption Agreement). This amend-
ment feature creates totally customized amendments based on revisions you have made to checklist answers. Note:
Answers Only document versions will generate the amendment as if it were a full version document type so that
all changes made in the checklist are displayed, including blank or inactive options. Note: The ftwPro Amend fea-
ture is an add-on to the documents in prototype format. If you would like to learn more, please contact sup-
port@ftwilliam.com or call 800-596-0714.

Forms

The forms available to print in the Plan Document module vary on the selected plan. For instance, loan documents will
only appear for plans that permit participant loans. To print any form available, simply click on the appropriate form
name.

Print Settings

Master Users and designated Admin users may configure print settings using the print settings dialog by clicking Docu-
ment Print Settingsfrom the Plan Documents screen, or under Administrative Tasks in the Wolters Kluwer logo but-
ton.

Plan Documents Menu

ftwPro Amend E-Signed Docs

* Document Format: Word - |'_;’|

® Print IRS Letter for This Plan (COther Flans)
¢ Document Print Settings

* View Plan Docs Demo Video
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Home

Edit Profile
Company [ Flan
Batches

ftwClient Manager
ftwPortal Pro
Reports

Downloads
Administrative Tasks
Support

Log Cut

Portal / Workflow 3
Create Custom Checklist Edit Checks

Document Print Settings

| SAR/AFN Print Settings

Defaults 3

Users

User Groups/Roles

iew Online Usage Agreement

Group Print Forms and Documents

You can select any forms and documents listed to print together as a single file, or as a collection of individual files in a
.zip directory. To print a batch of forms and/or documents, select the checkbox next to each form you would like to print,
or click Select AllL

After selecting the documents/forms you wish to print, you can print the documents/forms by clicking the Do with Selec-
ted button and click either download option Print to One File or Download in ZIP. Additionally, Portal customers may
publish plan documents directly to the Portal by clicking the Publish to Portal option.

Do with selected: =

Publish to Portal

Download in ZIP

Print to One File

Note. There is an option to select the Document Format in the upper-right hand side of the page. In the Plan Docu-
ments menu choose between publishing plan documents as .pdf or .Word file when using Print to One File, or Down-
load in ZIP.


https://www.ftwilliam.com/cgi-bin/HelpContent.cgi?Module=TPAPortal#question20.51

Flan Drocuments Menu
E-Signed Dacs

» Document Format: Word - E

» Individually-Drafted - No IRS Pre-&pproval
Letter
* View Plan Docs Demo Video



Show History screen

The Show History screen enables you to review all modifications made to plan documents, displaying which user made
the changes, when and what changes the user made. Designated Administrative users can also revert changes made to
plan document checklists from this screen.

Flan Menu

Convert Plan

Clone Flan

Delete Plan

Show History

Workflow Plan Specifications
New & Coming Soonl!

To access the Show History screen, click Show History in the top right corner on the Edit Plan screen under the Plan
Menu for any plan.



Home > Edit Company > Edit Plan > History

Company: Quick-E Mart (div A} test

Plan:

Checklist: Defined Benefit Pension Plan {Proto Format) - EGTRRA
EIN: 2222223232 « PN: 777 « PYE: 2?77

Details:

User

testuser

test usern

testuser

test user

nick:

nick

nick:
Apu M.
Apu M.
Revert nick
Rewvert nick
Revert nick
Revert nick
nick:
nick:
nick

Apu M.
Apu M.

Apu M.
Apu M.

Type

ADD

GENERATE
GENERATE
GENERATE
UFDATE

UFDATE

UFDATE
UFDATE

Apu's Pension Plan (div A)

Module

Flan

Plan

Flan

Flan

Flan

Flan

Flan

Plan
Flan
Flan
Flan
Flan

Flan

Docs

Flan

Flan

Document

Docurment

Document

Document

Document

Document

Drocument

Drocument
Crocurment
Crocument
Drocurment
Drocument

Document

Document

Crocument

Portal

Portal

Portal

Portal

ID: QuickE #

ID: ##

Document/Area

All

Misc-WL

Welfare-Cafe

Welfare-Cafe
Welfare-Cafe

Misc-WL

DefBen-DB

General Information

DefBen-DB
DefBen-DB
DefBen-DB
DefBen-DB
Adoption Agreement
Plan Document

Plan Document

Date

2014-02-04 10:

2014-02-04 10:

2014-02-04 10:

2014-02-04 10:
2014-02-05 11:

2014-02-05 11:

2014-02-05 11:

2014-02-06 10:
2014-02-06 10:
2014-02-07 12:
2014-02-10 16:
2014-02-10 16:
2014-02-10 17:
2014-02-11 10:
2014-02-11 10:
2014-02-11 10:
2014-02-11 11:

2014-02-11 11:

2014-02-11 11:
2014-02-11 11:

43

44,

45:

45

16:

17:

40:

40:
40:

142

57

22

145
15:

55

0o

13

01

01
14

Note

Added Via Cloning, o
401(k) (div &);]

ConvertFrom=ProtoM
ConvertTo=:Misc: WL

ConvertFrom=Misc: W
ConvertTo=EGTRRA:

ConvertFrom=Welfar
ConvertTo=:Misc: WL

ConvertFrom=Misc: W
ConvertTo=EGTRREA:

update=add;usernarr

update=add;usernarr
module=Document;

update=add;usernarm

Views500=Yes;

The Show History screen also shows history such as when documents were generated, forms were printed, and updates
were made changes to Portal users, etc for the selected plan. The Note column offers more details regarding the change;
all changes you have made in the Plan Document module are logged, and you can click Update in the Type column to
view any set of changes to the plan documents.



Transaction Log

To view the summary of a change set, click on Update which will provide a pop-up of the Transaction List.

| Transaction List )
Plan: Apu's Pension Plan (div A)
User: nick

Date Time: 2014-02-10 17:03:36 -= 2014-02-10 17:03:44

Section Line No Question 0ld value Mew Value

A 23a Include Post Severance Compensation: Yes No

A 23 #.1{‘33. is "Yes", E'FFE.IZ.'ti\:’E date of inclusion of Post Severance Compensation shall be Maybe (DISABLED)
limitation years beginning on or after:

A 23c Compensation is determined using Post Year End Compensation: Mo Yes

If A.23c is "Yes", effective date of using Post Year End Compensation shall be

& =it limitation years beginning on or after:

(DISABLED) (BLANK)

If A.23c is "Yes", effective date of using Post Year End Compensation shall be

. =it limitation years beginning on or after:

(BLANK) something...

Cloze

The top of the Transaction List provides the Plan Name, which user made the Update and the Date and Time range of
the session when the changes were made. Each time the user logs in, the Transaction List will record a new session for
all changes the user makes which lasts until the user logs out of the system. Additionally, changing a plan's checklist by
converting a plan will end the user’s session and start a new session, creating multiple entries in the Show History log.
The Section, Line No and Question columns refer to the part of the checklist that was changed. The Old Value is the
value prior to the change and the New Value is the value replacing the Old Value. Note: The user may not have changed
some of the values directly: due to other checklist options being enabled or disabled. For example, in the screen shot
above, Line 23a was changed to 'No', which disabled Line 23b since the value was no longer pertinent.

Revert

From the Show History screen, Designated Admin users can also revert changes made during each session and all
changes following that session effectively rolling back the Plan Document to the state prior to the selected entry. To
revert changes, click Revert at a point in the checklist change history that you would like to revert to. Note: Clicking
Revert will undo all changes made during the session you have selected. Reverting changes also creates a record in the
Show History log, and reverts can also be reverted.



| Revert Plan Checklist Values

Plan: Apu's Pension Plan (div A)
Rewvert To: \/alues prior to 2014-02-07 12:00:58

Please confirm the resulting changes.

New values shown in bold.
Click "OK’ below to apply these changes.

Section Line No Question Current Value Revert Value Imposed Default
A 3a Original effective date of Flan: just a test (BLANK)
A 3c If A.3b is "Yes", effective date of Plan restatement: yet another test (BLANK)
I 1 Enter custom language that is to be added as an Some custom (BLANK)
Addendum to the Adoption Agreement. language la-alalalala
A 20a Definition of Compensation: Withholding W-2
If A.23c is "Yes", effective date of using Post Year
A 23d End Compensation shall be limitation vears beginning something... (DISABLED)
on or after:

Compensation is determined using Post Year End

& 5 Compensation:

Yes Mo

OK Cancel

The Revert Plan Checklist Values dialogue summarizes all values that will be reverted, including the current values and
the values the checklist will be reverted back to. If you would like to cancel the revert, just click Cancel.

Pressing OK from the Revert Plan Checklist Values dialog will provide you with a confirmation, reporting the changes
successfully made during the revert.



Revert Plan Checklist Values

Plan: Apu's Pension Plan (div A)
Revert To: Values prior to 2014-02-10 17:03:36

Success!
Mew values are shown in bold.

Section Line No Question 0ld value Revert Value Imposed Default

A 23a Include Post Severance Compensation: Mo Yes
A 23c Compensation is determined using Post Year End Compensation: Yes No
Close
After completing a revert, you can see the entry in the Show History log of the revert itself:
i i Revert to values prio
Revert nick UPDATE Flan Document DefBen-DB 2014-02-11 15:26:04

17:03:36



Document Batches

Overview:

The Batch feature permits you to print PPA Restatements, Annual Notices, Summary of Benefits and Coverage (SBCs)
and Carryover Amendments for all of your clients in a few easy steps. Note: This feature is only available to Annual
Document Subscribers.

To use the applicable batch feature(s), select from the applicable Batch in the drop-down ("PPA Restatement", "Batch
Annual Notice", "Batch Welfare SBC" or "Batch Carryover Amendment") on the "Home" page under "Batches/Work-

flow".

Q'_.) Wolters Kluwer - Go |v | | @ Test Company =
Add Company Plan Search
Add Plan Company:
/ Plan:
Batches [ Worlkflow =
| 3500 Batch / Workflow Clear All Filters | | Advanced
10%9
PPA Restatement S Rt
| Batch Annual Motice ::;; St Bouiti = :
Batch Welfare SBC EditPlan | =
Batch Carryover Amendment 123 Sample Company 401K Pian EditPlan | +

You can also access the applicable feature(s) by clicking on the "Batch" link located in the "Forms" box on the "Print
Plan Documents" page just to the right of the applicable link. For example, for a plan with Annual Notice features (safe
harbor, auto-enrollment or QACA) to the right of the Annual Notice link; for welfare plans subject to HIPAA Port-
ability, to the right of the SBC - Annual link.

* Bt Blan Docemasti
Plan Documents Meny

Company: Test Company, LLC ID: &

Pan Test Company, LLC 401K Plan 10:

Checklist: Protolype Standardized 401(k) - EGTRRA : Dt sty Werd ""i-ﬂ_

Detalls:  EIM: 11-2323232 « PN: 001 » PYE: Decemnber 31 . i
= View Plan Doos Demo Video

Documents | Forms sgict All | Dese
Plan Document Summary Plan Descriplion Form+




PPA Restatement

The PPA Restatement Batch allows the user to convert EGTRRA plans to PPA. Once converted to PPA, the user is able
to print the Restatement, along with a Cover Letter, Basic Plan Document (BPD), if applicable, Summary Plan Descrip-
tion (SPD) and Participant Highlights.

The PPA Restatement Batch can also be used to update plans that were restated for PPA prior to February 22, 2015.
This can be done either by creating an entirely new set of documents (either reposting or regenerating the original

PPA Restatement or creating a new PPA Restatement batch) or by creating an amendment batch (2015 IRS Update
Amendment). The amendment option is only available for prototype documents and those Volume Submitter documents
using the prototype format.

Click here to view a demo video of the PPA Restatement.
Existing Batches.

The image below shows sample batches already added.

* BEh DL Reppnamens Banchas
Create Mew Batch | | w
Batch Name Batch ID  Count Error  Printed Posted Downboaded  Inwited Completed  Change Status
E ¥ tat 136050 97 @ 0235 0323f2005 - - - te |
136053 2 (e T T L - ¥ Dalote |
135058 1 a9 - i
136069 1 ] 022372015 022312015 02232005 8 Locked | Un

A batch that has an 'OK' (&) Error status means that all edit checks in the plan checklist and batch grid have passed. The
i symbol means there are errors either with one or more of the document checklist(s) or with the batch grid. Click on the
i to see the checklist and/or grid errors.

Users can "Complete" a batch at any time. If a batch is completed, it will appear as having a "Locked" status and Com-
pleted column will have a date stamp with the date the batch was marked as "Complete". If a user wishes to edit, resend
or delete a "Locked" batch, they will first need to "Unlock" the batch by pressing the "Unlock" link under Change
Status. If the user wishes to delete the batch, they can simply click the "Delete" link under the Change Status column. To
edit an unlocked batch click on the name of the batch link.

Work Flow. By clicking on "Work Flow", the user will see a list of all of the Defined Contribution plans set up in the
system that have "Yes" for "Resp" for the Plan Documents, whether they are EGTRRA or PPA. You can also view
which plans have "Yes" for "Resp" for the Plan Documents (plans marked "No" under "Resp" will not be available to
add to the batch).

Create New Batch. Click on "Create New Batch" to start the process of completing a PPA Restatement Batch or 2015
IRS Update Amendment Batch.


http://www.ftwilliam.com/Docs/DemoVideos/PPARestatementBatchI.html

Mew Batch

Enter batch name: |

Select Batch Type: eyl e 1= =]
2015 IRS Update Amendment

oK

Batch Options (before PPA conversion):

Add Plans. Once directed to the "Batch Options" screen, click on "Add Plans", where a list of plans that
are not currently in another PPA Restatement batch will display (and are marked as "Yes" for "Resp"). The
user will be able to select EGTRRA or PPA checklist types. To add plans to the batch, the user would
check the box on the left-hand side of "Plan Name" to select/unselect all the plans listed, or check off plans
one at a time. When the plans are selected, click on "Add Plans".

SEELEmp
Add Plans
™
-
Prian Hams Yoo End Chachlinl  Plan Type CV Safe Harbo
Vel =
Test Compay, LLC 401K Plan December 31 ProtaSTD 4K EGTRRA nonelec
(=
Test Cosrmpany, LLC Retramant Plam Dcermber 31 WadSeibs Ps EGTREA Na
< >
add Plans Cancel Corrent View Total: 2 f Humber Selected: 2

The user will be directed back to the "Batch Options" screen where the option to choose the PPA Checklist
type will appear. Once selected, the user will click on "Convert to [Checklist Type] — PPA". Note: If the
user adds plans to the batch that have already been converted to PPA for the SAME checklist type that is
being converted, the system will not perform any updates to that plan. However, if the user adds PPA plans
that are on DIFFERENT checklist types from what has been selected for conversion, the system will per-
form the updates.



g ¥ BB - » Bpdia=cia
Batch Opticns
Mame: PPASample £ fges Printed: Posted: -
Batch Type: PP G Restatement Downlosded: Invited: -
Before you select any batch options you must corvert to PPA:
Prototype Noa-Stasdardied 401(k) - PPA
Prototype Non-Standardized 401(k) - PPA [Answers Only)
Vohime Submetter $000k) - PPA
2 yodume Submatter $000k) {Prototype Format) - PRA
Volume Submetter £000k) {Prototype Format) - PRA [Answers Dinly)
Conwert to Volume Submitter 401{k) (Protobype Format) - PPS
2 Plans sdd Plans
Pt Masse Chaabidal  PT =3 Rasp Do Farrrk  Wast End Custlang  SPDCant Ling Carwrfubiniid [}
o T &T
Tzt Comparny, LLC 401K Plan ;rutu‘: aK ;: M Yes i i Decermber 31
it e d EGTR
Test Comparny, LLC Reteremment Plan VolSub PS RA Yes § I December 31

Once the user clicks on "Convert to [Checklist Type] — PPA", a warning dialog will appear for the user to
Confirm Conversion. By clicking on "No", the system will direct the user back to the "Batch Options"
screen.

> BRAS T

Manse F Primted Posted

sich Type: Bf 8 . ’ ovwenlonded Imvwited

Befare yous select any batoh oplisns you mirst convert bt PIRA

Confirm Conversian
Are you Sure wou want bo corvert sll plens in this batch to
Voluma Submitter 401( k) [(Prototype Format) - PRAY

Yol HNo

By clicking on "Yes" the system will run the PPA Conversion and provide a PPA Plan Conversion statistic.



=1 > CRALpTEe

Mamme: FPS

Printed Fosted
Batch Type: FP& DO Reststement

Downbosded Inwited

Belore you select any batch options you must convert to PRA;

2 Plans

| PP& Plan Conversion

([ B

Batch Options (after PPA conversion):

Once the plans in the batch have been converted to PPA, numerous options will appear on the "Batch Options" screen
Each will be discussed in the order they appear below.

Homg > PRA OO Restatement Batches > PRASampla

Halp
Bakch Options
MName: PPASample Edifams Printed: - Posted: -
Batch Type: FPA DC Restatement Downloaded: - Invited: -
nd - Edit Check Status:
clest Edit Checks
Include:
Email Template: Default PPA Restatemeant Email » Edit
4| Cover Letter
¥ Display email temnplate in the portal? Restatement
¥ Basic Plan Crocument
Document Format: [# Word (.rtf) - B =.minary Plan Decerption
Ganarate Docymentis) ¥ Highlights
Delivery Method: Customer Print & Mail -

| Customer Print & Mail
| Print Address Labels (W] (.csv)

2Plans | AddPlans | ExportPlanlist Download Mistory
i Flan Hame Checldist PT [+ Resp Doo  Forms  Year End Custlang SPOCustlang Downl
|| [ Test Company, LLC 401k Plan ValSub 4KFT PRA Ye: (@ Q) Decamber 31 o <
: Tl Test Company, LLC Retirement Plan volSub 4KPT FPA Yes () (O | December 31 o

Edit Name. The user may click on this link to re-name the batch.



Work with Batch Grid. Instead of going directly to a plan's "Edit Plan" screen to work on the checklist, the user can go
into the "Work with Batch Grid" to update some of the checklist items. The user is able to directly change checklist items
within the grid, which will update the Online Checklist found on the Edit Plan screen. For more details on which
columns may be edited, view the "Batch Grid Data Entry Key".

Do With Selected. This feature allows you to "Change columns" for plans selected.

A e
Batch Name F Y
Bt D 19321
d St 30
A Wame Chechlint  Resp ErDess  EevForsa  Year End i aLine et Dute
Teat Company, LLC 401K Pl oS Tes | f December J1  Yes dprd 15, N
Teit Company, LLE Retsemant Plas kSl Tou 1 i Cwtember 31 Yed Aprd 10, 3
< >
D sk nelecmied: /’“pme Meny ¥ Curtent Vipw Total & / Number Selected: 3
l = )

Change columns. Allows admin users to update the AmendRestate, EffectiveDate, Forfeitures, For-
feituresText, DeathBenefits, DeathBenefitsCustom, BeneDivorceRevokeIND, BeneDivorceRevoke,
DomestPartners, DomestPartnersLimits, DomestPartnersMods, DomestPartnersModsText, SpouseOneY ear,
Transfer]S, TransferAge62, TransferA ge62Conditions, DisabilityDistributions, InservLimits, Inser-
vLimitsText, InPlanRothRollover, InPlanRothRolloverOther, InPlanRothRolloverAge, InPlanRothRollover-
PartVested, InPlanR othRolloverEffDate, InPlanRothRollover411, InPlanR othRollover411Other,
IRRNotDistributable, IRRNotDistributableLimits, IRRNotDistributableEffDate, SpecialTrustee, Spe-
cialTrusteeOther, SttLimit, SttLimitPeriod, SignaturePages columns by checking the box for the column to
un-gray the fields. The user will find more details on what each column represents by going to the "Batch
Grid Data Entry Key" with the "Grid Key".



https://www.ftwilliam.com/Docs/BatchPPADC-BatchGrid-key.pdf
https://www.ftwilliam.com/Docs/BatchPPADC-BatchGrid-key.pdf
https://www.ftwilliam.com/Docs/BatchPPADC-BatchGrid-key.pdf

» Fed Rawcsterat Bacch

Changa Colamns - & selecled

Column HMew Value / A

W AmendResiate Yes

" EffectreeDate
Forfeitures
ForfeituresText
DeathBenefits
OeathBenefitsCustom
Benelreorefevokel D
Benelrrorcefevoke
DomestFannens
DodredtParneril mriss
DomestPanmnersiods
DomestParinersMods Text
SpouredneYear
Trengler)s
TranslerAges?
Translerages2 Conditsons
DasabilityDeptnbutons
Inzandamits
InsereLimits Text
InPLanftothfollover

InFlanRothRolloverOther

I oK Canoel

Show Selected. Displays the plans that were selected on the "Batch Options" screen.

Default Template: Master and Designated Admin user will start off with a Default Template and have the
option to create a new template for all users to view. For more details about the Templates, view Template
Menu below.

The grid options that appear for all users will depend upon what template is selected by the admin user(s). If
users do not see one of the columns described under "Change columns", the admin user has likely selected a
different template for its users. Y ou may click on "Batch Grid Data Entry Key" for more details.

Template Menu. Master/Designated Admin users may make changes to the Default Template grid, or cre-
ate a new template grid. This menu has three options (Create New Template, Show/Hide Template Tray
and Delete Template) described in detail below:


https://www.ftwilliam.com/Docs/BatchPPADC-BatchGrid-key.pdf

v PR Rarsraar R

Grl B ek Sieban: ) 5
-
Pt Masa Checklisl  Raap ErmDec  EavForms  Year Erd Movep el Ddyiete [ UL R
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it Cisiiy, LLC Rkt Mk veseh Yol " } Decembaed 31 Yod Aprl 10,

< >
Tempagte Caied ]

Canae Vit Thegoid
Elye tade Teempiste Topy
Deivte Torepiaie

Do wikth gelected: * | Templabe Hemu *

Create New Template. Create a template, which will replicate the Default and select it from the Template
drop-down list. Use only letters, numbers, spaces and dashes to create templates. Once created, you will
need to select the new template from the Template drop-down list before you can edit it under the
"Show/Hide Template Tray" option described below (or delete it).

Show/Hide Template Tray. Customize the Default or any template created. First, the user should ensure
the template is selected and then select the "Show/Hide Template Tray".

Add column headers by clicking on the header in the tray. Note that headers will be added in the default
order. Remove column headers by dragging them into the tray.
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Delete Template. Delete the template that is currently displayed on the "Template" button. Pop-Up window
appears to confirm you are sure you would like to delete the template.

Export current view to CSV. Export a CSV file for the template you have selected.

Include. The Restatement is auto-selected beneath 'Include' on the right-hand side of the screen. You are able to also
select the Cover Letter, Basic Plan Document, if applicable, Summary Plan Description, and/or Highlights to print with
the Restatement. After you have the documents selected that you wish to print, click on "Generate Selected Document
(s)", which will create a zip folder containing a file for each plan within the batch. The "Printed" date will update in the
upper right-hand corner once you click "OK" when generating the files.



If you are familiar with fiwPortal Pro, the Cover Letter is the same as the Email Template. To view more details on how
to edit or clone email templates, click here to be directed to the Portal User Guide. Annual Document subscribers
andffiwPortal Pro customers can follow the same steps to set up the Cover Letter.

> 1t s Bat » BPASample

Batch Options

Name: PPASample Edit Man Printed: - Posted: -
Batch Type: PPA DC Restatement Downloaded: - Invited: -

2 - Edit Check Status: 4

Include:
Email Template: Cefault PPA Restatement Email -

¥ Cover Letter
¥| Display email template in the portal? Restatement

¥ Basic Plan Document
Document Format: [ word (af) ¥ Summary Plan Description

4| Highlights

Delivery Method. Users that are a fiwPortal Pro customer have the option to publish the PPA Restatement to the portal,
or provide a Direct-Link to the PPA Restatement so that users can auto-generate the Restatement without logging into
the portal. First, the user will need to select Automatic Delivery from the drop-down list.

@ > BBA DE Restatemant Batchas > PPASample
Batch Options
Name: PPASample Ecithams Printed: - Posted: -
Batch Type: PPA DC Restatement Downloaded: - Invited: -

rid - Edit Check Status:

Include:

Email Template: Default PPA Restatement Email » Edit
¥ Cover Letter

| Display amail tamplata in the portal? Restatement
Basic Plan Document

< [

o F
Document Format: [#] word (.f) Summary Plan Description

Highlights

-

Delivery Methed: Automatic Delivery -

Automatic Delivery

Automatic portal delivery | Preview

not availble w/ Direct-link delivery)

Automatic portal deliven
Agtomatic direct-ink delivery

Document Expiration Date (opticnal)

Deliver *Direct-link means the email will contain a fink to download the file directly withsut logging into the portal.

Automatic Delivery:

Automatic portal delivery. Select this option to send a link to portal users to log into the portal to view the
Restatement and supporting documents, if applicable.

Automatic direct link delivery. Select this option to send a direct-link to portal users to easily download a
copy of the Restatement and supporting documents, if applicable, without having to log into the portal.


http://www.ftwilliam.com/cgi-bin/HelpContent.cgi?Module=TPAPortal&go=12.50

Note. Users should be sure to click on "Preview" to ensure that portal users are assigned to the plans, and to
verify that the correct placeholders are used within the email templates before sending the invites to your cli-
ents. To view more details on how to edit or clone email templates, click here to be directed to the Portal
User Guide.

E-Sign:

fiwPortal Pro customers that have reviewed the E-Signature Whitepaper and emailed the completed E-Sig-
nature Authorization Form to support@ftwilliam.com will have access to use the E-Sign option for the
Batch PPA Restatement. This feature is an add-on product to fiwPortal Pro at no additional cost.

ma > PB4 DC Restatemant tch = PpPatample
Batch Options

MHame: PPASample Edithama Printed: - Posted: -
Batch Type: PPA DC Restatement Downloaded: - Invited: -

ch Grd - Edit Check Status:

Include:
Email Template: Default Document Signer Emai » Edit
¥! Cover Latter

7| Display email tamplate in the portal? Restatement

Basic Plan Document
¥ Summary Plan Description
4! Highlights

Document Format: [ word (.rtf) -

Delivery Method: Automatic Delivery -

Automatic Delivery
Automatic portal d Yy - Preview

Regquire E=Sign: ¥| (E-Sign option not availble w/ Direct-link delivery)

Document Expiration Date (sptional)

Deliver *Direct-link means the email will contain a link to download the file directly without logging into the portal I

Once users have E-Sign turned on, the option will become visible to the user after selecting Automatic Delivery, then
Automatic portal delivery. Note: E-Sign is not an option with Direct-Link. After E-Sign is checked, the Email Template
will also update to the default email template selected in the Global Email Settings for Document Signer Email. Users
should click on "Preview" to verify signers have been set up for each plan listed in the batch. Click on "No valid users"
to add a signer to the plan. Each plan can only have one Sponsor, but as many Trustees as desired.


http://www.ftwilliam.com/cgi-bin/HelpContent.cgi?Module=TPAPortal&go=12.50
http://www.ftwilliam.com/Docs/E-signatureWhitePaper.pdf
http://www.ftwilliam.com/Docs/E-SIGN_Authorization.doc
http://www.ftwilliam.com/Docs/E-SIGN_Authorization.doc
mailto:support@ftwilliam.com?subject=E-Sign Authorization Form

Hemg > PBA DT Restatamant Batches > PEASamply > Automatic Peral D.I'n-.r\.- Halg

PPA DC Restatement - PPASample

E-Signing has been authorized for all plans.

Doc nt i E Signed Email
!-I:nmpallv Document Name 5t 1""'“ Portal User r" ng Pre-Approved uﬂ:le Slilui S-an!t
| ) evia
!';;stl;' Company, LLC 401k I:!t;' ?;E::n:r&uc 401k Fraviaw M SPONS Yes Yes Breviaw
|';m Company, LLC 401k mﬁmn;.fuc 401k Frainens M 158 Vi Yes o
=Tﬁt Company, LLC Test Company, LLC Retirement 5 7
Retirement Plan Plan_PPADC.rif Frayiow | No valid users |
Home > BB4 DC Restatement Batches » BBASample > Automatic Portal Delivery Halg!

PPA DC Restatement - PPASample

E-Signing has been authorized for all plans.

company Document Name Document  Portal  gijning As  Pre-Approved ENOR O munad Email
[ oo U T e i oo, s v -
iglt:: Dot (e Li“m?;?a’?lﬁ“ i Preview Megsagel5s Yes Yes Preview
e~ TanoAbeag T e vesenSowtustve v previen

Users should return back to the Batch Options screen to click on Deliver. All the files that were "Included" will publish
to the portal as one file for the portal users to E-Sign in .pdf format, even if it was sent to the portal in .rtf format. Once
the file has been E-Signed, the signatures will insert into the signature line(s) of the Adoption Agreement/Plan Docu-
ment. Users can verify the status of the plan by going to the "Status (Portal delivery method)" to view the Signed Status.



Home > BPA DG Aepiatament Batches > PPASample

Batch Options
Hame: FPASample [Lditams Printed: - Fosted: 03/22/2014
Batch Type: PPA DC Restatermeant Downloaded: - Invited: 09/22/2014
E-Signed: 1of 2 | 9/22/2014 Campleted: | pack ae Complete |
L:ﬂ.ﬂﬂih.ﬁ&d & Fdi Chﬂ: Status: &,
E [a] ; g:z' (534 fdﬂ L4 sska
Include:
Email Tamplata: PPA E-Sign Tamplats - Eglit

- ¥ cover Letter
[¥] pisplay email template in the portal? | Restatement
[¥] Basic Plan Document

Document Format: Waord (rtf) - [¥ summary Plan Description

SGenerate Document(s) [¥] Highlights

Delivery Method: Automatic ry -

Automatic Delivery

Status (Portal delivery methed) B Hi
2 Plans Add Plans Pian List Download Higtery

Pian Hame Checkis FT W Resp  Doe Forss  Year End Cust Lang 3P0 CustLang  Dewmi
Tl Test Company, LLC 401k Plan WolSub SKPT PPA Yas [ ] @ December 31 0 09 -
Ml Test Company, LLC Retirement Plan volSub AKPT FRA ves (O @ December3l o
Homg > BEA D Restagemens Bacches > BEASampls > Autematic Bortel Delivery Halg

PP4 DC Restatement - PPASample

E-Signing has been authorized for all plans.

!Cornpa-y Bocument Hame D‘“sl““""’"“ P“’I ""r" Signing As  Pre-Approved 55"‘:.:‘- ﬂﬂll"l"“ Email Sent

|Test Company, LLC  Test Compary, LLC 401k : Sent: 2014-09-22

| 401k Flan Flan_PPADC.pdf X Hossageli SPONS o g Signed  13:06:00 (Resond)
|Test Company, LLC  Test Company, LLC 401k : Sent: 2014-09-22

| 401k Flan Plan_PPADC.pdf O MessagelSs TRUST Tan Hou Signed  13.06:00 (Regand)

e = -
| Retirement Plan Retirement Plan_PPADC.tf 0% Messagel?2 SPONS:TRUST Yes . Mot Signed ;. n6:01

|Test Company, LLE  Test Company, Sent: 2014-09-22

The user can go to the Print Plan Document screen for a given plan to view the E-Signed Adoption Agreement/Plan
Document, as well as the Certificate.



pEny > Edit Slan > t=lan Posumants > Previously Signed Plan Documents

E-Signad Plan Documents

Plan Document Dﬁcummﬁ

Status: Signed 'IEJ":I';' 09/22/2014 J1e% 7 DOWNIORA o0 0014 BN 05221201
User N Signing Email View Download E-Sign
Name ame As Date Date Date Date
Messagell ?::t‘i"ri'li Sponsor 05/22/2014 05/22/2014 09/22/2014
Message158 heoon9s  Trustee 09/22/2014 W"%" 08/22/2014
ale z

Return to List

Note: Batches that contain E-Signed Documents may be deleted. However, please note the following:

 Ifa document in the batch was fully signed, that is, all required signers e-signed the document on the portal, the ori-
ginal e-signed document will remain on the portal user's portal page so the history is retained.
o Ifa document was only partially e-signed, that is, multiple signers were required to sign and not all did, the doc-

ument will be deleted from the portal.
o Ifa document in the batch was not e-signed, the document will be deleted from the portal.

Regenerating a Restatement Batch.

Plans that were already restated for PPA prior to February 22, 2015 using the PPA Restatement batch feature, can be
reprinted to produce new documents with the required changes that can then be manually printed and sent to your clients.

From the PPA Restatement Batch screen, click the link under the "Batch Name" of the batch that will be reprinted.

> Bk DC Rempieness Banches

Create Mew Batch | | Work Flow | Down

Batch Name Batch I Count Error  Printed Posted Downloaded  Inwited Completed  Change Status
| SubbprRestat 136050 97 @ 0223015 o015 - > = W Dedete | Complet
136053 H Q  oums - . - = & Delote | Complete
136058 1 Q - . - - - § Delete
136069 1 Q Q232015 - 02232015 027232015 8 Locked | Unlock

After making any changes to the document format or documents to include in the batch, simply press the "Generate
Document(s)" button to produce a zip folder with all of the selected documents in the batch.



Batch Options

Name: SamplePPArestatement Edit Name Printed:

- Posted: -
Batch Type: PPA DC Restatement

Downloaded: - Invited: -

Work With Batch Grid - Edit Check Status: .
Run Checllist Edit Checks

Include:

Email Template: IDefauIt PPA Restatement Updat|s| Edi

=

M cover Letter
[ check to use PPA Changes Email Template 4 Restatement

[ pisplay email template in the portal? Basic Plan Document
Summary Plan Description

Document Format: [ [word (.doc) Highlights

Generate Document(s) ¢

Reposting a Restatement Batch. Plans that were already restated for PPA prior to February 22, 2015 using the

PPA Restatement batch feature, can be reposted to produce new documents with the required changes and automatically
deliver them to their client's portal.

First, from the PPA Restatement Batch screen, click the link under the "Batch Name" of the batch that needs to be repos-
ted. The batch must have an unlocked status in order for the "Repost" button to be available.

* PFh DO Rematemans Banchad
Create New Batch | | Work Flow | Do
Batch Name Batch ID  Count Error  Printed Posted Downloaded  Invited Completed  Change Status
ViolSubdiprestatement 136050 ar @ 223015 032015 - - = W Delete | Compled
136053 F @ oz232ms g ote |
136058 1 [% ] B
136069 1 Q 02372015 - 03232015 027232015 @ Locked | ur

Next, set the Delivery Method to Automatic Delivery. The screen will refresh and the "Repost" button will appear. Press-
ing the "Repost" button posts the newest version of the documents to the portal.

Delivery Method: | Automatic Delivery

Automatic Delivery
Status (Portal delivery method) Download History Repost ¢

Once returned to the batch restatement, verify that the settings are as you wish them to be and press the "Deliver" button
to require e-signing or enable direct-link delivery.



Homa * POA BC Restatemant Batchas * PRASampls

Batch Options

Name: PPASample EditNama Printed: - Posted: -
Batch Type: PPA DC Restatement Downloaded: - Invited: -
dit Check Status:

Loy

Include:

Email Template: Default Document Signer Emai » Edit
¥ Cover Letter

V| Display email template in the portal? Restatemeant

Basic Plan Document
Summary Plan Description
Gonerpte Document(s) ¥ Highlights

Document Format: [# Word (.rtf) - E

Delivery Method: Automatic Delivery =

Automatic Delivery

Automatic portal d Y - Praviaw

Require E-Sign: v (E-Sign option not availble w/ Direct-link delivery)

Document Expiration Date (optional)

Deliver *Direct-link means the email will contain a link to download the file directly without logging into the partal. I

Click here to view a demo video of the PPA Restatement process.
2015 IRS Update Amendment Batch.

Prototype plans that were already restated for PPA prior to February 22, 2015 using the PPA Restatement batch feature,
can elect to produce the 2015 IRS Update Amendment instead of generating entirely new documents. This feature is
accessed from within Batches --> PPA Restatement.

i * PPk DC Remaemans Baschas

Create New Batch | | Work Flow | Download History

Batch I Count Error  Printed Posted Downloaded  Invited Completed  Change Status
136050 97 Q @205 0232015 - 5 - B Delete | Complete
136053 2 Q@ oS - - - - B Dedite | Com
136058 1 a9 - - - - - B Delete

136069 1 Q 02/23/2015 - /22015 02232015 B Locked | Unloc

First, users will need to create a new batch. To do this, click the "Create New Batch" button --> Enter batch name->
Select batch type to be "2015 IRS Update Amendment" and press OK.

Mew Batch X

Enter batch name: |

Select Batch Type: eyl e 1= =]
2015 IRS Update Amendment

| 9K |



http://www.ftwilliam.com/Docs/DemoVideos/PPARestatementBatchI.html

Next, click the "Add Plans" button and select the plans you would like to add to your batch. Please note that individually
designed plans (IDPs) are not able to be added to a 2015 IRS Update Amendment batch, as these plans must be fully
restated. Once all plans you wish to include in this batch have been selected, press the "Add Plans" button.

The user will be directed back to the "Batch Options" screen where the option to choose the PPA Checklist type will
appear. Once selected, the user will click on "Convert to [Checklist Type] — PPA". Note: If the user adds plans to the
batch that have already been converted to PPA for the SAME checklist type that is being converted, the system will not
perform any updates to that plan. However, if the user adds PPA plans that are on DIFFERENT checklist types from
what has been selected for conversion, the system will perform the updates needed to convert the plan to the new doc-
ument type.

Prior to generating the amendment, the user should run the checklist edit checks. This will run edit checks for all plans in
the batch. All issues in each plan should be resolved within the specific plan's checklist prior to continuing on.

The e-mail template should then be selected. The "E-mail Template" is the same as the "Cover Letter" if you elect to
print the cover letter when printing your documents or are publishing to the portal if you use ftwPortal Pro. The doc-
ument selection is located on the right side of the screen. Check the documents that you would like to print (or publish to
the portal if you use ftwPortal Pro). The Amendment and Basic Plan Document will automatically be checked and can-
not be un-selected as these are both required to be printed.

Batch Options

Name: SampleAmendment Edit Name Printed: - Posted: -
Batch Type: PPA 2015 IRS Update Amendment Downloaded: - Invited: -

Work With Batch Grid - Edit Check Status: 4.
Run Checllist Edit Checks

Include:

Email Template: IDefauIt 2015 IRS Update Amen Edit
M Cover Letter

[ Display email template in the portal? [ RS Update 2015 Amendment

M Basic Plan Document
Document Format: IﬂlWOl’d (.rif} [0 summary Plan Description
Generate Document(s) ] Highlights

Delivery Method: | Customer Print & Mail v |

Customer Print & Mail
Print Address Labels L-ﬂ (.csv)

After all selections have been made, the user will either press the Generate Document(s) link to download the amend-
ment packages to a zip folder or can use the Automatic Delivery method to post the amendment to the portal.

Click here to view a demo video of the PPA Amendment process.


http://www.ftwilliam.com/Docs/DemoVideos/PPARestatementBatchII.html

Annual Notice

Select year end to print. First, select the plan year end you want to work with under the 'Edit Printing Parameters' box.
Click "Select Date" to select/update the plan year end shown.

¢ > Annual Notice 12/2015 Batches

Note: Before using the batch a
Calendar year plans will end j

ual notice software you must select the plan year end for the notice.
the following yvear. Click "Select Date”™ once you have updated the month and year.

Review/Edit Printing Par,

Select year end to print - Month: 12 « Year: 2015 « | Select Date
(e.g. Select 12 and 2011 to print documents for the 12/31/2011 year end)

Cover letter options are edited on the batch settings page.

Create New Batch | | Work Flow | [
Batch Name BatchID Count Error Printed Posted Invited Downloaded  Completed  Change Status
: } ' 104553 2 QO - 8 E s : Br
103887 2 @D - - = = } &
MayheNotOne 104517 24 Q) 10/31/2014  11/04/2014  11/04/2014 - - i
104520 2 Q - - - - - 8 Delete
104543 11 & 11/05/2014  11/05/2014  11/05/2014 - - |

Work Flow By clicking on "Work Flow", the user will see a list of all of the plans set up in the system that have "Yes"
for "Resp" for the Plan Documents, whether they are EGTRRA or PPA, and that have Safe Harbor, Nonelective,
QACA and/or QDIA (plans marked "No" under "Resp" will not be available to add to the batch).

Note: Click on "Work Flow" before adding a batch to verify that each plan has a 'Month' selected. Oonly those plans
that have a 'Month' selected in the '"Month' column will appear in the user's 'Add Plans' list. If the "Month' column is not
completed, the user can sort the "Year End' column by entering December, for example. When the user clicks on 'Enter’
the list will narrow down to those plans that have a December 'Y ear End'. Then, the user can check the box to the right
of the 'Plan Name' and click on 'Do with selected', then 'Change columns'. This will allow the user to check the box for
'Month' and click 'OK' after a New Value has been selected to update the selected plan's '"Month' column.



> Batch &nnual Notice Workflow

Change Columns - B3 selected

Column New Value
Resp

o Month 12
Adimin

QK Cancel

Download History. If the user has fiwPortal, then the user can click on 'Download History' to view when portal users
have downloaded the Annual Notice from the portal, if published to the portal.

Create New Batch. Click on "Create New Batch" for the Year End selected above. Note that you can always delete a
batch and/or add/remove plans to a batch up until the batch has been marked as 'Completed'. Once a batch has been prin-
ted and the Error status is 'OK' (3), you will have the option to mark the batch as 'Complete' from this page. The sym-
bol & means there are errors either with one or more of the document checklist(s) or with the Work With Batch grid.
Click on the @ to see the checklist and/or grid errors.

Add Plans. After creating a new batch, the user will be directed to the "Batch Options" screen. The user will need to
click on "Add Plans", where a list of plans for the Year End that are not currently in another batch will display.The user
can check the box on the left-hand side of 'Plan Name' to select/unselect all the plans listed, check off plans one at a time
and/or use the filters to narrow down the plans before selecting. Click on "Add Plans" once the desired plans have been
selected.

Note: Both EGTRRA and PPA plans may be added to the batch. PPA plans have the option in the plan checklist to
select the Safe Harbor Maybe Not language; however, EGTRRA plans will only have the option through the Work With
Batch Grid. See below for more details.



Homae > Annual Hotice 13/2015 Batchag > 12/31/1 SHoticea
Batch Options
Hame: 12/31/15Motices Printed: - Posted:
Batch Type: Annual Nobice Downloaded: Inwited:
Add Plans X
™ 15
Email Template: MNeweast) o Plan Name Year End (=) Checklist PlanType Safe Ha
7] 123 Sampl ProtoNS4K PPA PPA VolSub AKPT No *
' Display email template ke mote Come ey 2 ot E:I
] 123 Sample Company VS4K PPA PPA Protois 4K
Print Each Plan in Separ o
Document Format: [# w el 5500 Test Plan PPA Volsub 4KPT MO
Edl 5500 workflow Gnd Test3 December 31 PRA ProtoiS 4K No
. L4 5500 Workflow Grid Sample PPA Doc December 31 PPA VolSub 4KPT Yes -
Edit Filenames
L 5500 Workflow Grid Sample ProtoSTDAK(AO) PPA ProtoSTD 4K Mo
L 5500 Weorkflow Gnd test PPA ValSub 4KPT o
L  5500-5F Workflow Grid December 31 FPPA VolSulb 4K h
Delivery Method: Custon
] 5558 2010 1st 5500 wiold 5558 PRA Protois 4K Mo
Cust e Print & Mail
ustomer Prin =y o &/ 5558 2010 1st 5500 no 5558 PPA VolSub 4K Mo
L4 5558 2011 5F wfold 5558 PPA Volsub 4K No  _
| i | &
gt il ——— —— L= nt Vi Total: 70 /N b"_S lected: 70 E [} L4 k C_E_'v'
[ urre iew Total: umber Selected: ®port curment view to
PR (CEEE [C) Ron't see your plan?
Book-IT Test Co, LLC 401(k) Plan Third  PPA 4K Yes :_:Iezember Book-IT Test Ca, LLC

Edit Batch Screen. Once plans have been added to a batch, numerous options will appear on this screen. Each will be
discussed in the order they appear below.



& > ol Heoties 1272019 Batchas > 12/31/ 1 5SMatie

Batch Options

Hame: 12/31/15Motices Edine

Batch Type: Annual Motice

Email Template: MNewestSamplaan

¥ Display email template in the p%

Print Each Plan in Separate File

v

th Batch Gnd - Edit Chedk Status:
n Checklist Edit Checke

Printed: - Posted: -
Downloaded: - Invited: -

Include:
Cover Letter

Annual Notice
Deferral Agreement
Highlights

Additional Files:

Mome
Edit Filenames
Edat roug | gme = [ .|:_ _':'".._._: 1al Filenams
Delivery Method: Customer Print & Mail -
Customar Print & Mail
bl ibols (= (cev)
7 Plans Add Plans Export Plan List
Plan Hame oV Reap Err Dos Err Forms Year End Company Hame
Book-IT Test Co, LLC 401{k) Plan Third PPA Yes e | (e g‘;“:m‘h‘” Book-IT Test Co, LLC
vy EI-IE':T'IE? Sample Days 401k Plan EGTRRA ., Yes (o] (o ) Decembaer Happy Sample Days

31

« Edit Name. Users may click on this link to re-name the batch.
o Include. The Annual Notice is auto-selected beneath 'Include’ on the right-hand side of the screen. Users are able
to also select the Cover Letter, Deferral Agreement and/or Highlights to print with the Annual Notice. After the
documents are selected to print, click on "Generate Selected Document(s)" for 'Print Each Plan in Separate File',
which will create a zip folder containing a separate folder for each plan within the batch. The 'Printed' date will

update in the upper right-hand corner once the user clicks 'OK' when generating the files. Note: The 'Print All
Plans in One File - MS Word', which generated one file for all the plans within the batch has been disabled due to

the batch allowing both EGTRRA and PPA plans.

Edit (Email Template): Users familiar with fiwPortal Pro, the Cover Letter is the same as the Email Template. To
view more details on how to edit or clone email templates, click here to be directed to the Portal User Guide.
Annual Document subscribers and fiwPortal Pro customers should follow the same steps to set up the Cover Let-

ter.

Delivery Method Users that have fiwPortal Pro, have the option to publish the Annual Notice to the portal, or
provide a Direct-Link to the Annual Notice so that portal users can auto-generate the Annual Notice without log-
ging into the portal. First, users will need to select Automatic Delivery from the drop-down list.


http://www.ftwilliam.com/cgi-bin/HelpContent.cgi?Module=TPAPortal&go=12.50

« Automatic portal delivery. Select this option to send a link to portal users to log into the portal to view the
Annual Notice and supporting documents, if applicable.

o Automatic direct link delivery. Select this option to send a direct-link to portal users to easily download a
copy of the Annual Notice and supporting documents, if applicable, without having to log into the portal.

Note. Be sure to click on "Preview" to ensure that portal users have been assigned to the plans, and to verify
that the correct placeholders are within the email templates before sending the invites to your clients. To
view more details on how to edit or clone email templates, click here to be directed to the Portal User Guide.

Include:
Email Template: MNewestSampleAN - Edit
Cover Letter
¥ Display email template in the portal? Annual Notice
= . - Deferral Agreem
Print Each Plan in Separate File S
Highlights
Document Format: @ Word (it =
Generate Document(s Additional Files:
MNone
dit Filenam -
S e nuImes _ _ Add File
Edit Group Filename - EJit Indiadual Filenames
)
Delivery Method: Automatic Delivery -/
Automatic Delivery
Automatic portal delivery & Preview
X altic po =1 =
Automatic direct-link delivery
Document Expiration Date (optional)
Deliver *Direct-ink means the email will contain a link to download the file directly without logging into the portal.

Work with Batch Grid.
Default Template: Master and Designated Admins will start off with a Default Template.

The grid options that appear for all users will depend upon what template is selected by the admin user(s) at the bottom
of the 'Batch Annual Notice' screen. Users may click on "Grid Key" to view the ' Batch Grid Data Entry Key' for more
details.

Users that have both EGTRRA and PPA plans will have the option to set up Safe Harbor Maybe Not language by going
to the Work with Batch Grid. Note: EGTRRA plans will automatically highlight red until the "Maybe SH" column has
been completed. EGTRRA plans do not have the option to update the online checklist; therefore, ftwilliam.com
developed a way to add the text within the grid. PPA plans do have the option to select the Maybe Not language within
the online checklist, but can also update the "Maybe SH" option within the grid.


http://www.ftwilliam.com/cgi-bin/HelpContent.cgi?Module=TPAPortal&go=12.50
https://www.ftwilliam.com/Docs/BatchAnnualNotice-BatchGrid-key.pdf
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For EGTRRA plans, if the "Maybe SH" option is Yes, the following text will appear within the Annual Notice:

The plan may be amended during the plan year to reduce or suspend safe harbor nonelective contributions.
The reduction or suspension will not apply until at least 30 days after you are provided notice of the reduc-
tion or suspension.

« Do With Selected. This feature allows users to view/update plans selected.
« Show Selected. Displays the plans that were checked.
o Change a Column. Allows admin users to update the Maybe, Neg Elect Date, Def Elect (Admin Proc), Def
Elect Method, Def Elect Other, Inv Elect Method, Inv Other, QDIA, QDIA Default Invest, QDIA Self Dir-
ect, QDIA Fund Info and/or Maybe SH columns. First, the user will need to select the applicable plans and
then click on Do with selected.




5 > Ar gl Piptice 2013 Batches > i3 Stigbcsy > Batch Annusl Notios g > A . bow 122033 Batchay > =hptoes > Batch Anmal Mot

Batch MName: 12/31/15Notces
Batch 1D 104555 | 1
Batch Year: 2015 t L Change Columns - 3 selected
Grid Edit Check Status: & O
Column M |
| Maybe
Plan Hame Checiklist cv Fian Hama MNeg Elect Date
Book-IT Test Co, LLC 401(k) Plan Thrd ProtoSTD  PPA Def Elect (A Proc)
Happy Sample Days 401k Plan EGTRRA Fifth ProtoiNS PRA Daf Elack Math
Happy Sample Days 401k Plan Second ProtoiNs PPA
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Test Company, LLEC 401k Plan EGTRRA VoalSub EGTRREA

: The 5500 H Testing Company Protois EGTRRA

LA Fund Info
+ Maybe SH s

i Show Selected

| Change columns }
Do with selected: - Template Menu ~ Current View Total: 7/ Numi

Template Menu. You may make changes to the Default template grid, or create a new template grid. This menu
has three options (Create New Template, Show/Hide Template Tray and Delete Template) described in detail
below:
o Create New Template (create a template, which will replicate the Default and select it from the Template
drop-down list)
« Use only letters, numbers, spaces and dashes to create templates.
« Once created, you will need to select that template from the Template drop-down list before you can
edit it under the 'Show/Hide Template Tray' option described below (or delete it).
o Show/Hide Template Tray (customize the Default or any template created). First ensure the template you
want to work on is selected and then click to 'Show/Hide Template Tray'.
o Add column headers by clicking on the header in the tray. Note that headers will be added in the
default order.



« Remove column headers by dragging them into the tray.

Batch Annual Notice

Batch Mame: SampleBatch
Batch ID: 101961
Batch Year: 2014

Grid Edit Check Status: &3 o3

!

Plan Hame Checklist
GOOGLE INC. 401(K) SAVINGS PLAN WolSub
IRS 403b Limited 4038
Little General Store, Inc. 401(K) Plan volSub
Microsoft Corporation Savings Plus 401(K) Plan ESOP
MNew Glarus Brewing Company 401k Plan Velsub
Mordstrom 401k Plan & Profit Sharing volSub

Physical Medicine & Rehabilitation, Pllc 401(K) Profit £ VolSub

Qualcamm rporated Employee Savings And Retir VolSub

il Tools, Inc. 401(K) F/S Flan WaolSub

Resp
Yes
Yeas
Yes
Yes
Yeas
Yas
Yes
Yes

Yas

L]

i Do with selected: + | Template Meanu .

Template: Default b

Create New Template

Show/Hide Template Tray
Delete Template
Batch Annual Notice
Batch Name: SampleBatch
Batch 1D: 101961
Batch Year: 2014

Grid Edit Check Status: ) 5

|~ e P

Microsaft Corporation Savings Plus 401(K) Flan ESOF EGTRRA  Yes

B [Plan Name :
Plan Hame Checklist  Version ETh;l‘:'““,
GOOGLE INC. 401(K) SAVINGS PLAN VolSub EGTRRA  Yes
IRS 403b Limited 4038 EGTRRA  Yes
Little General Store, Inc. 401(K) Flan VolSub EGTRRA  Yes



o Delete Template
« Deletes the template that is currently displayed on the Template button.

o Pop-Up window appears to confirm you are sure you would like to delete the template.
o Export current view to CSV

o Exporta CSV file for the template you have selected.

Batch Carryover Amendment

The Batch Carryover Amendment allows users to quickly create the Carryover/Election Amendment for Cafeteria and
Premium Only Plans (POP). Once the batch is created, users are able to print the Amendment (includes the Consent,
SMM and Amendment), along with a Cover Letter, in One File for all plans, or in a Zip folder.

= » Batch Carryover Amendment Batches

Review/Edit Printing Parameters

Email options are edited on the batch settings page.

Create New Batch | | Work Flow | Download History

Batch Name

Batch 1D Count Error Printed Posted Downloaded Invited Completed
FirstSample 104527 2 & 11/04/2014 11/04/2014 11/04/2014 11/04/2014
ywerss 104530 2 & 11/05/2014 11/04/2014 2
SecondSample 104537 2 W) 11/04/2014 11/04/2014 11/04/2014 11/04/2014 11/05/2014
Sample 104549 2 &) 11/05/2014 11/05/2014 11/05/2014 11/05/2014
104551 2 (% | =

Work Flow. By clicking on "Work Flow", the user will see a list of all of the Welfare plans set up in the system under a
Cafeteria or POP checklist for the Plan Documents. Users will also be able to view which plans have "Yes" for "Resp"
for the Plan Documents (plans marked "No" under "Resp" will not be available to add to the batch).

Create New Batch. Click on "Create New Batch" to start the process of completing a Batch Carryover Amendment.
The sample image above shows a sample batch already added. Note that you can always delete a batch up until the batch
is marked as 'completed'. Once a batch has been printed and the Error status is 'OK' (&), you will have the option to
mark the batch as 'Complete' from this page. The @ symbol means there are errors either with one or more of the doc-

ument checklist(s) or with the batch grid. Click on the & to see the checklist and/or grid errors.

Batch Options:

Once plans in the batch have been added, numerous options will appear on the "Batch Options" screen. Each will be dis-
cussed in the order they appear below.



ma > figtch Carrpover Amgndmaent Batches * SamplaTest

Batch Options /
Mame: SampleTest gdirams Printed:

Batch Type: Carryover/Election Amendment Downloaded:

| - Edit Check Status: g
st Egdit Chedks

Email Template: Carryover Automatic Delivery - Edit
Cowver Letter
<| tisplay email template in the portal? Carryover/Election Amendment

Print All Plans in One File - MS Word [#] (.rtf)

Ganerate Documentish

Print Each Plan in Separate File
Document Format: [# word () -

Generate Document(s)

Delivery Method: Customer Prnt & Mail -

Customer Print & Mall

Prnt Address Labels [ (.cav)
Z Plans Add Plans Export Plan List Download History
Plan Hame Yaur Erd Chicklist PT Cusl Lang  SPD Cusi Lang  Doc Admin
IRS pOP Second December 31  Waelfare FOP
fl welfare POP Plan Second June 30 Welfare POR

Edit Name. The user may click on this link to re-name the batch.

Work with Batch Grid. Instead of going directly to a plan's "Edit Plan" screen to work on the checklist, the user can go
into the "Work with Batch Grid" to update some of the checklist items. The user is able to directly change checklist items
within the grid, which will update the Online Checklist found on the Edit Plan screen. For more details on which
columns may be edited, view the "Batch Grid Data Entry Key".

Do With Selected. This feature allows you to "Change columns" for plans selected.


https://www.ftwilliam.com/Docs/BatchCarryoverAmend-BatchGrid-key.pdf
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Batch Kama: CamplaTest i
Babch I 104557 " ) Changé Columng - 1 selecied

Grid B Checke Status: () D
Column M

e Excepted Ban

s e (et Bep  Emloc  Emfoms  Tewisd Enceped Ben E‘:ﬂ"f"‘"" : - Enxcepted Ben Other
RS OB Sitond Welxe J i December 31 ; :
Welfare PP Plan Seoond Wefwe J 0 kmi ) o (Claim Grace Penod - Cafe ¥
Grace Pencd Date

# Clam Grace Penod - POP i

Grace Penod Astounts
Revoke Hours

Revoke Qual Health Plan
Revokes Non Calendar
Rezvoiog on Cabendar Limits
Canyover

Camyover Amt

Camyower Data

Camyowver Limés

Custom Language

. SPD Custem Languags
Do with selacted: & Meny * Ot ik ToRmd: 7 | Nusilber Slactind: 2

Change claming

o Change columns. Allows admin users to update the Expected Ben, Expected Ben Other, Claim Grace
Period - POP, Claim Grace Period - Cafe, Grace Period Date, Grace Period Accounts, Revoke
Hours, Revoke Qual Health Plan, Revoke Non Calendar, Revoke Non Calendar Limits, Carryover,
Carryover Amt, Carryover Date, Carryover Limits, Custom Language and Custom Language SPD
columns by checking the box for the column to un-gray the fields. The user will find more details on
what each column represents by going to the "Batch Grid Data Entry Key" with the "Grid Key".

Default Template: Master and Designated Admin user will start off with a Default Template and have the
option to create a new template for all users to view. For more details about the Templates, view Template
Menu below.

The grid options that appear for all users will depend upon what template is selected by the admin user(s). If
users do not see one of the columns described under "Change columns", the admin user has likely selected a
different template for its users. You may click on "Batch Grid Data Entry Key" for more details.

Template Menu. Master/Designated Admin users may make changes to the Default Template grid, or cre-
ate a new template grid. This menu has three options (Create New Template, Show/Hide Template Tray
and Delete Template) described in detail below:


https://dev4.ftwilliam.com/Docs/BatchCarryoverAmend-BatchGrid-key.pdf
https://dev4.ftwilliam.com/Docs/BatchCarryoverAmend-BatchGrid-key.pdf

ne > Bateh Carry & Arraodmant Bk

Batch Mame: SamplaTest
Batch 1D: 104557

Grid Edit Check Status: ¢ O3
| m

Plan Hame

IRS pOP Second
Walfare Cafe Plan Second

welfare POP Plan Second

Template: Default
Create Mew Template
ShowfHide Template Tray
.| Deiste Tempilate
Do with selected: = Template Menu

%4t > Batch Carrpover Amendrmeant

Checklist Resp

welfare
welfare

welfare

Err Doc

Q

o

Err Forms

o
2
o

Current View Total: 3 / Number Selected: O

Year Emnd

December 31
July 31

June 30

EXcap

Other

Create New Template. Create a template, which will replicate the Default and select it from the Template
drop-down list. Use only letters, numbers, spaces and dashes to create templates. Once created, you will

need to select the new template from the Template drop-down list before you can edit it under the

"Show/Hide Template Tray" option described below (or delete it).

Show/Hide Template Tray. Customize the Default or any template created. First, the user should ensure
the template is selected and then select the "Show/Hide Template Tray".

Add column headers by clicking on the header in the tray. Note that headers will be added in the default
order. Remove column headers by dragging them into the tray.
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Delete Template. Delete the template that is currently displayed on the "Template" button. Pop-Up window
appears to confirm you are sure you would like to delete the template.

Export current view to CSV. Export a CSV file for the template you have selected.



Include. The Amendment is auto-selected beneath 'Include' on the right-hand side of the screen. The user is also able to
select the Cover Letter to print with the Amendment.

Print All Plans in One File - MS Word. After the user has the documents selected to print, the user would click on
"Generate Selected Document(s)", which will generate a single file containing the Amendment for each plan within the
batch. The "Printed" date will update in the upper right-hand corner once you click "OK" when generating the files.

Print Each Plan in Separate File. After the user has the documents selected to print, the user would click on "Generate
Selected Document(s)", which will create a zip folder containing the amendment for each plan within the batch. The
"Printed" date will update in the upper right-hand corner once you click "OK" when generating the files.

For users that are familiar with fiwPortal Pro, the Cover Letter is the same as the Email Template. To view more details
on how to edit or clone email templates, click here to be directed to the Portal User Guide. Annual Document subscribers
andfiwPortal Pro customers can follow the same steps to set up the Cover Letter.

& > Bat g A et B 25 > SampleTast

Batch Options

Name: SampleTest Edirame Printed: - Posted: -
Batch Type: Carryover/Election Amendment Downloaded: - Invited: -

Batch Grid - Edit Chedk Status: ()

/ Include:
Email Template: Default Carmyover and Election « Edit
er

¥ Cover Lel
¥| Display email template in the portal? Carryover/Election Amendment

Print All Plans in One File - MS Word [ (.rtf)

Print Each Plan in Separate File
Document Format: [# word (rf] -

Delivery Method. Users that are a fiwPortal Pro customer have the option to publish the Amendment to the portal, or
provide a Direct-Link to the Amendment so that users can auto-generate the Amendment without logging into the portal.
First, the user will need to select Automatic Delivery from the drop-down list.


http://www.ftwilliam.com/cgi-bin/HelpContent.cgi?Module=TPAPortal&go=12.50

Batch Options
Name: SampleTest 3 < Printed: - Posted: -
Batch Type: Camryover/Election Amendment Downloaded: - Invited: -

irid - Edit Check Status: ()

Include:
Email Template: Default Carryover and Election - Edif
¥| Cover Letter

¥ Display email template in the portal? Carryover/Election Amendment

Print All Plans in One File - MS Word [& (.tf)

Print Each Plan in Separate File
Documen t Format: [#] word (rtf) -

Vi

Delivery Method: Automatic Delivery /

Automatic Delivery
Automatic portal delivery [+ Praview

t Expiration Date (optional)

Deliver =Direct-ink means the email will contain a link to download the file directly without logging into the portal.

Automatic Delivery:

Automatic portal delivery. Select this option to send a link to portal users to log into the portal to view the
Amendment.

Automatic direct link delivery. Select this option to send a direct-link to portal users to easily download a
copy of the Amendment without having to log into the portal.

Note. Users should be sure to click on "Preview" to ensure that portal users are assigned to the plans, and to
verify that the correct placeholders are used within the email templates before sending the invites to your cli-
ents. To view more details on how to edit or clone email templates, click here to be directed to the Portal
User Guide.

Batch Welfare SBC

The Welfare SBC email text is currently only used for portal subscribers. The Welfare SBC batch currently does not
allow printing a cover letter. The cover letter language can be used as a model if it is helpful but the system will not gen-
erate cover letters at this time. To view more details on how to edit or clone email templates, click here to be directed to
the Portal User Guide.

Create New Batch. On the 'Show Batches' page, under the 'Current Batches' box, click on the button "Create New
Batch". Enter a name for the batch and click "Create New Batch". You will then be taken to a screen below where you
can select the plans to include in your batch. Note that you can always delete a batch and/or add/remove plans to a batch
up until the batch is marked as 'completed'. Once a batch has been printed and the Error status is 'OK' (2), you will
have the option to mark the batch as 'Complete' from this page. The symbol & means there are errors either with one or
more of the document checklist(s) or with the batch grid. Click on the & to see the checklist and/or grid errors.


http://www.ftwilliam.com/cgi-bin/HelpContent.cgi?Module=TPAPortal&go=12.50
http://www.ftwilliam.com/cgi-bin/HelpContent.cgi?Module=TPAPortal&go=12.50

Edit Batch

Hame: SampleSBC  Edit Name Printed: - Posted: -
Batch Type: Welfare SBC Received: - Inwvited: -
Email Template: Default Welfare SEC Email ~ Edit ] Display email template in the portal?
Mork With Batch Grid - Edit Check Status: g, Include:
Print Each Plan in Separate File - M5 Word [#] [.rtf) _| sBC
r | men "l sep =

| Medical Reimbursement Form *
] wHCRA Annual Notice *

T Highlights *

] cHIPRA Annual Notice =

* For Portal delivery only

Delivery Method: Customer Print & Mail -

Customer Print & Mail

Print Address Labels @ {.csv)

3 Plans Export Plan List Download History

Plan Namse Plan Type Resp EmDOoc  Err Forms Year End Company Hame
T 123 Sample Welfare Flan HRA Yes ) aQ December 31 123 Sample Company
T Caribou Coffes Company, Inc. Group Cental Plan  HAA Yes o o Caribou Coffes Company, Inc.
T Fox Agency, Inc. Cafe Flan Cafe Yes ) aQ Decemnber 31 Fox Agency, Inc.

Add Plans. Once directed to the "Edit Batch" screen, click on "Add Plans", where a list of plans that are not currently in
another batch will display. You can check the box on the left-hand side of 'Plan Name' to select/unselect all the plans lis-
ted, or you can check of those plans that you would like in your batch one at a time. When the plans are selected, click
on "Add Plans".

Print Notices and Review/Edit Plan Specifications. Once you have plans added to a batch, you can review the plan
specifications relevant to the SBC and edit certain plan specifications in batch format. Click on the batch you want to edit
and the 'Edit Batch' page will appear (see image above).

Click on 'Work with Grid' and a grid will appear with the plans in the current batch and it will display checklist items rel-
evant to the SBC. If a field is editable, you will see a down arrow for drop-boxes and if you click inside the field and
begin typing without errors when you leave the field, you can directly edit that field on the grid (changes will show in
corresponding document checklist items). Y ou can see more detail about each column and whether it is editable in the "
Batch Data Entry Grid Key".




Home > Batch Welfare SEC - 2014 Batches > test > Welfare SBC Batch Grid

Batch Name: test
Batch ID: 103103
Batch Year: 2014

Grid Edit Check Status: @ 25

E
Plan Hame Plan Type Resp Err Doc Err Forms @ Year End Beg
000 Sample Company HRA HR.& fes Q A June 27 06/
00000000 test HRA HRA Yes (%] N 1/1
Sample Company HRAZ HRA, Yes 0 A 171/
1| 1 |
|' Do with seladted: | | Template: Default = | Current View Total: 3 / Number Selected: 0 E:

There is only one Print Option one the Batch Menu page for the Batch SBC; 'Print Each Plan in a Separate File - MS
Word'. This will only generat the SBC in bold under 'Include’. To view more details on how to post batches to the portal,

click here to be directed to the Portal User Guide.


http://www.ftwilliam.com/cgi-bin/HelpContent.cgi?Module=TPAPortal&go=23.00

Custom Edit Checks
Edit Checks Overview

The document software uses edit checks to help ensure all applicable information is entered in the checklist correctly and
to help catch errors. In addition to the edit checks ftwilliam.com has embedded in the software, you can also disable the
ftwilliam.com edit checks and/or create additional new edit checks. Please note that only users with administrative rights
can use the custom edit checks feature.

To access custom edit checks, click the Wolters Kluwer logo at the top left of the screen.

‘i) Wolters Kluwer ~ o |+ ] workflos

Nome

Add Company STEEE

Add Plan Company:

Plan:

Batches f Workflow =

Cle
ftwPortal Pro =

A drop down list of options will appear under the Wolters Kluwer logo, select Administrative Tasks from the list, then
select Create Custom Checklist Edit Checks.



‘i) Wolters Kluwer ~
ﬁ' Home

&  Edit Profile

Campany [ Flan 3
Batches 3
ftwClient Manager 3
ftwPortal Pro k
Reports F
Downloads 3
QQ Administrative Tasks b | Portal / Worldlow 3
® support p | Create Custom Checklist Edit Checks
@ Log Out Doc/SARSAFN Print Settings
1 Check Out New DC PRA AA Styles
Defaults 3
U=zers

User Groups/Roles

Yiew Online Usage Agreement

Custom Edit Check Dashboard

Clicking Create Custom Checklist Edit Checks will take you to the Custom Edit Check Dashboard. Here you can
view all system and custom edit checks. To help you view only the edit checks applicable your current needs, we have
added filtering and sorting options.

« Above the column header is a place to enter criteria to filter results. Filters will reduce the listing to only those edit
checks meeting the specified criteria. To remove a filter, click the x” next to the filter applied.

o The columns can be sorted by clicking on the header of the column. Clicking once will sort in either alphabetical
or numeric order, depending on the data. Clicking twice on a header will sort in the opposite order.

o To view all columns, you can maximize the grid by clicking the blue page icon in the upper-right corner of the
grid.



Home » Custem EditCheck Dashboard

Custom Edit Check Dashboard

Error ID Document Type Affected Checklists

FW-1001 403B, Defined Ber 403B 4B, 403B 4BL, De

FW-1002 4038, Defined Ber 403B 4B, 4038 4BL, De

FW-1003 4038, Defined Ber 403EB 4B, 4038 4BL, De

FW-1004 4038, Defined Ber 403B 4B, 403B 4BL, De

FW-1005 403B, Defined Cor 4038 4B, 4038 4BL, Prc

FW-1006 ESCOP, Defined Col ESOP 4K, ProtoNS 4K, F

FW-1007 ESCP, Defined Col ESOP 4K, ProtoNS 4K, F
FW-10038 ESCP, Defined Col ESOP 4K, ProtoNS 4K, F

FW-1009 ESOF ESCOF 4k

The edit check grid columns display:

o Error ID: This is a value used to identify the edit check. System generated Error IDs will be in the format of FW-

Section

T

I

T

I

I

Go to Field

FlanMumber

FlanLinel

OrigEffectDate

EffectiveDate

Flan¥earEnd

Electivelieferrald
01KRegEffDate

RothElectDefEffD
ate

Matching

AfterTax

Display Message

Fleaze enter a three digit Flan
number in
@IFlanMumber::LineNum

Fleaze enter the Flan name in
l@!PlanLinel::LineMum

Fleaze enter the Plan's original
effective date in
@!COrigEffectDate: :LineMum using
full text (e.g., January 1, 1978).

If '@!'AmendRestate: :LineMum is
"fez' (amended and restated
plan), please enter the effective
date of Plan restatement in
l@!Effectivelate: :LineNum

Fleaze enter the Flan yvear end in
@!PlanYearEnd: :LineNum using
full text (e.q., December 31).

If Elective Deferrals allowed,
please enter the effective date of
the final 401(k)-{m] regulations in
A.10b.

If Roth Elective Deferrals allowed,
please enter the effective date in
A.l0d.

A.12 (Matching Contributions) may
not be 'Mo’ if C.1 provides for a
zafe harbor Matching Contribution.

If A.10 (Elective Deferrals) is 'No’,
A.11 (Voluntary Contributions)
may not be "Yes'.

If A.10 (Elective Deferrals) is 'No’,

Current VWiew Total: 1338

Enablet

Yes

Yes

Yes

Yes

Yes

Yes

Yes

####. Custom edit check Error IDs will be in the format defined by you. This can be any combination of numbers

or alpha characters.

o Document Type: All document types that the edit check applies to will be listed here.
o Affected Checklists: All checklists that are affected by the edit check will be displayed in this column. Below are a

list of possible checklists for each document type:



o 403(b)
¢ Section 403(b) Plan (Full Scope) — 403B 4B
o Section 403(b) Plan (Limited Scope) — 403B 4BL
o Defined Benefit
« Cash Balance Plan (Proto Format) - DefBen CB
« Cash Balance Plan (ID Format) - DefBen CBID
o Defined Benefit Pension Plan (Proto Format) — DefBen DB
o Defined Benefit Pension Plan (ID Format) — DefBen DBID
o Defined Contribution
« Prototype Non-Standardized 401(k) - ProtoNS 4K
« Prototype Non-Standardized Money Purchase - ProtoNS MP
o Prototype Non-Standardized Target Benefit - ProtoNS TG
« Prototype Standardized 401(k) - ProtoSTD 4K
« Prototype Standardized Money Purchase - ProtoSTD MP
o Volume Submitter: Volume Submitter 401(k) — VolSub 4K
¢ Volume Submitter Profit Sharing — VolSub PS
¢ Volume Submitter Money Purchase — VolSub MP
¢ Volume Submitter 401(k) (Prototype Format) — VolSub 4KPT
ESOP
o Employee Stock Ownership Plan - ESOP PS
« Employee Stock Ownership Plan 401(k) - ESOP 4K
MISC
o Misc (1099, 5500 or Admin Software) - Misc WL
NonQualified
o Section 409A Plan - NonQual 409A
¢ Section 457(b) Plan - NonQual 457B
TIAA
o Governmental 457(b) Plan - TIAA 457BGOVT
o Tax-Exempt 457(b) Plan - TIAA 457BTEND
Welfare
« Cafeteria Plan - Welfare Cafe
o Health Reimbursement Arrangement - Welfare HRA
o Premium Only Plan - Welfare POP
o Trans Spend Acct - Welfare 132
o Wrap Plan - Welfare WRAP
Section: This column displays the section of the document that the edit check applies to.
Go to Field: When the edit check is triggered, you will be directed to the field listed in this column.
Display Message: This is the message that you will see when the edit check is triggered.
Enabled: Will show "Yes" if the edit check is active or "No" if the edit check has been disabled.
Options - Drop-down arrow will display options depending upon the edit check type:
o All edit checks: Disable/Enable button - Click the Disable/Enable button to Disable an active edit check or
Enable a disabled edit check. Note that the button needs to be pressed, not the drop-down box, to enable or
disable the edit check.

[e]

[e]

[¢]

[e]

[e]



o Custom Edit checks: Delete - Pressing the drop-down arrow will give the option to edit or delete a custom
edit check.
o Custom Edit checks: Edit — If Edit is selected, you will be directed to the Custom Edit Check Builder, where
you have the option to change the edit check criteria or cancel to leave as is.
e Error Lvl
o Warnings will flag a field as yellow and will display the warning message but allow you to still continue
through document submission process.
o An error will prevent you from completing the document due to the condition that is set.
o System: This column will display "Yes" if the edit check is a system (ftwilliam.com) edit check and "No" if the
edit check is a custom edit check.

Export Current view to .csv — Pressing this link will download all edit checks. If filters were applied, only the edit checks
with which the filters applied will be displayed in the spreadsheet.

Custom Edit Checks

Clicking the Create New Edit Check button will take you to the Custom Edit Check Builder screen to create a com-
pletely customized edit check.



Home > Custom EditCheck Dashboard > Custom Edit Check Builder

Custom Edit Check Builder

Set Edit Check Criteria

Choose Document Classification: sefect a Document Type...
Choo=se all plan types affected:

Flease select an option above.

Create Edit Checlk Create Parameters

Filter by Section:
Apply to Group: 1

Field Mame: Condition: Walue: Please Select a Field Name

Add Line

Display Edit Check Display Parameters

Flease add a condition above

Set Edit Check Error Criteria

Section: Go to Field: Error Type: g e Custom Error ID:I

Display Message:

Create EditCheck Reszet | Cancel |

These are the steps you will take to create a custom edit check:

1. Choose Document Classification — Use the drop down box to select a document type. Only one document type
can be selected per custom edit check.



Set Edit Check Criteria

Choose Document Classification: -
4038

Defined Benefit

Defined Contribution

ESCF

Misc

Mon Qualified
TIAA
Welfare

2. Choose all plan types affected — Can select a single plan type or multiple plan types. Select multiple plan types by
clicking on the plan type and pressing the ctrl button on your keyboard at the same time. If selecting all plan types,
use the Select All button at under the possible options box. Click Confirm to move on to the next step.

Choose all plan types affected:

Possible Options Selected Optio

Prototype Non-Standardized 401(k) - [ProtoNS 4K] Volume Submitter 401(k) (Prototype Form

Prototype Non-Standardized Money Purchase - [ProtoNS MP]
Prototype Non-Standardized Target Benefit - [ProtoNS TG]

Prototype Standardized 401(k) - [ProtoSTD 4K] | = |
Prototype Standardized Money Purchase - [ProtoSTD MP] "
Volume Submitter 401(k) - [VolSub 4K)] | = |

Volume Submitter 401(k) (Prototype Format) - [VolSub 4KPT]
Volume Submitter Money Purchase - [VolSub MP]
Volume Submitter Profit Sharing - [VolSub PS]

| Select All || Deselect All | | Confirm | | Select All || Desell

3. Create Edit Check Parameters — Here is where you will create the edit check.

Create Edit Check Parameters

Filter by Section: (A

Apply to Group: |1

Field Name: | planMumber Condition: Equals Value:

| Add Line |

a. Filter by Section — Use this drop down box to select the section of the document that the edit check will
apply to. This will reduce the fields you are able to select in Field Name to those in the selected section.



s

Apply to Group - There are up to three different groups available. If a simple edit check is being created
with only one field and one value, the group number will be irrelevant. The grouping will determine the
"and/or" logic that is applied to the criteria of the edit check that involves multiple fields or values. This will
be explained in greater detail below.

. Field Name — Use the drop-down box to select the name of the field that the edit check will look at (the

available fields will be filtered depending upon the plan types selected - only fields that all types share will
be available)
Condition — Use the drop-down box to select the condition. Possible options include Less than, Equals,
Not equal, Greater than, Less than, Greater or equal to, Less or equal to.
Value — Depending on the field name selected, you will either select an option (or multiple options) from a
specified list or enter the value manually.

1. If selecting an option from a list

1. You can select one option by clicking on the given value, then by pressing Add Line.

2. You can select multiple options by simultaneously holding the ctrl button on the keyboard and
selecting the multiple options in the list. Note that by selecting multiple options in a list in this
manner, the multiple options will have "or" relationship logic.

3. Example: In the screenshot below, the Value is selected from a predetermined list. As such, no
"ADD" button will be found, only the Add Line button.

Create Edit Check Parameters
Filter by Section: |C
Apply to Group: |1

Field Name: ADPACESafe Condition: Value:

Add Line

If entering a value manually - The value entered can be numeric, alpha character or special character.

Create Edit Check Parameters
Filter by Section: |B
Apply to Group: |1

Field Name: EligHoursofService Condition: |Greater than Value:  Hong

Add Line



1. You must enter a value, then press the ADD button
2. Pressing the ADD button displays the amount entered in a box below the "Value" field.

Create Edit Check Parameters

Filter by Section: B
Apply to Group: (1

Field Name: |EligHoursofService Condition: |Greater than Value: |:

1C

| Add Line |

3. Now you have the option to either enter another value to add to the edit check and press ADD again;
or if done, you may press the Add Line button to add the edit check to the edit check parameters.

4. Let’s assume you are done and presses Add Line. Now the edit check will appear in the Display Edit
Check Parameters:

Display Edit Check Parameters

IF everything in Group 1 is True:

| EligHoursofService Greater than 1000

Display Edit Check Parameters

IF everything in Group 1 is True:

| EligHoursofService Greater than 1000

f. Press ADD — The ADD button will appear if the value in the value field was required to be manually
entered.

i. You will see an ADD button to the right of the value box. This ADD button should be pressed prior
to pressing the Add Line button.

ii. To create an "And" relationship between values in a group, complete the field name, condition and
value, press ADD, then press Add Line

iii. It is possible to create an "or" relationship between values in a group, as long as the field name does



not change. To create an "or" relationship between values in the same group, complete the field name,
condition and value, then press ADD. Then enter new data in the Value box and press ADD again.
Each value that is added will have an "or" relationship. Press Add Line when done.

g. Press Add Line
1. After adding all edit checks within a group, press Add Line.
2. To add a blank "Value" for a field that requires manually entered data, press Add Line without press-
ing ADD first.

5. Display Edit Check Parameters — After pressing Add Line the edit check criteria will be added to 'Display Edit
Check Parameters'. If more than one line has been added, the lines will have either an "and" or an "or" rela-

tionship, based on the grouping and method of adding, as described above. Below is a review of the different logic
options for the custom edit check.
a. Parameters of different groups have "or" logic.

Display Edit Check Parameters

IF everything in Group 1 is True:

| ElectiveDeferral Equals Yeg

OR IF everything in Group 2 is True:

| RothElectDef Equals Yeg

b. Different Field Name criteria within the same group have "and" logic.

Display Edit Check Parameters

IF everything in Group 1 is True:

PlanNumber Equals BLAMNK

AND PlanLinel Equals BLANK

c. Edit checks with the same Field Name may have "and" or "or" logic, depending on how the data is added.
Example of "or" logic for same field name within same group: If you wanted to check a field for a ‘001’ or
a ‘002’, you could set the first edit check to group 1, select the Field Name, set the Condition and enter a
‘001° the Value field, then press ADD. Then you would enter a ‘002’ in the Value field and again press



Add. Lastly, press Add line.
Create Edit Check Parameters

Filter by Section: |A

Apply to Group: (1
Field Name: planMumber Condition: |Not equals Value:

001 OR
ooz

| Add Line |

Display Edit Check Parameters

IF everything in Group 1 is True:

PlanNumber

Mot equals 001
OR Mot equals aoz2

d. Add a BLANK field (as shown below) by entering nothing in the "Value" field and pressing Add Line.

Display Edit Check Parameters

IF everything in Group 1 is True:

| PlanMumber Equals BLAMK

6. Set Edit Check Error Criteria
Set Edit Check Error Criteria

Error Type: Warning Custom Error |

Section: A Go to Field: PlanNumber

Display Message:  |gnter edit check warning message here.

2. Section: Enter the section that the edit check applies to
Go to Field: Enter the Field in which you should be directed to when the error or warning message is applic-

able.
Error Type: Designate whether the edit check should be classified as a warning or an error.

1. Warning — Fields that do not pass warning edit checks will be highlighted in yellow.
2. Error - Fields that do not pass error edit checks will be highlighted in red.



5. Custom Error ID: This field can be used to enter an identification number specific to the edit check. Users
can use numbers, alpha characters or a combination of both. You can duplicate the same error ID or use a
unique ID for every edit check.
7. Press Update Edit Check to save the edit check and return to the Custom Edit Check Dashboard.



Plan Documents Permissions

Master and Designated Admin users can control each user's permission for each document type: Retirement, Non-Qual-
ified, and Welfare. For each document type, users can permissions to Edit, View only, or None. Master and designated
Admin users have additional abilities to revert changes to plan checklists in the Show History screen.

Edit permissions enable the user to modify document checklist options as well as access the document modules.

Plan Checklist - Expand &ll Applicable f Expand All f Collapse All Print@ Edit
~ A. General Information Edit CI

¥ A, General

1. Plan Number: (2]

2a. First line of Plan name: ':'l'}:' Apu's Pension Plan (div A
Zb. Second line of Flan name: '3}:' test

3a. Original effective date of Flan: '3'}:'

View only permissions enable the user to see all the document checklist options as well as access the Plan Document
module. Users with view only permissions cannot edit the document checklist answers.

Plan Checklist - Expand All Applicable f Expand All f Collapse All F’rintl%’l Edit
~ A. General Information Edit Cl

- A. General

1. Plan Number: (7]

2a. First line of Flan name: '3'}:' Apu's Pension Plan (div &)
2b. Second line of Plan name: '@," test!

3a. Original effective date of Plan: '@;'

Setting a user's permissions to the document module to 'None' will hide the document checklist options, as well as dis-
able their ability to access the Plan Document module.



Home > Edit Company = Edit Plan

Flan Menu
Company: My test company's test name ID: test things
Plan: Test DB Proto Plan ID: : ﬁhci:f
Checklist: Defined Benefit Pension Plan (Proto Format) - EGTRRA : 3:::‘;
Details: EIM: 11-1111111 = PN: 777 « PYE: 2?77
Flan Modules
Module Plan Documents m w |EE| Admin E
I 2013 - 2012 - T
Resp Yes Yes Yes Yes
Admin




Upload Plan Data

You can upload a variety of different file types to add or update plans and companies to your ftwilliam.com account.

Y ou can use this feature if you are converting your data to ftwilliam.com from another software vendor, or to use a .csv
file to import new plan data or update existing plan information. To view the available upload file format options, click
the Wolters Kluwer logo button in the top left corner, select Company/Plan, then click Upload Plan Data.

\i) Wolters Kluwer ~
ﬁ' Home

[l

i=n  Edit Profile

Company / Plan ¥ | Add Company
Batches ¢ | Edit Company
ftwClient Manager ¥ | Delete Company
ftwPortal Pro b | Add Plan
Reports ¥ | Edit Plan
Downloads * | Delete Plan
Administrative Tasks 3

Flan Search

® sy pport F

@ Log Cut

Upload Flan Data

In the Upload Center, you will see a list of available file type uploads from other software vendors. If you have a file
from one of the listed vendors, simply click the link for the respective files type to upload, and see these instructions.

Company / Plan Uploads

Add/Madify Company and Flan Data
Add

Companies and Plans (Old Version)

Cocument Conversion

Upload Acculiraft xml files
Upload ASCI xml files
Upload ASCI Word files
Upload Diatair rif files

Upload Mckay Hochman Word £

m

5
Upload Relius xml files

Information about document conversion programs.
Trademarks are the property of their respective owners.


https://www.ftwilliam.com/djKIumIZlvmjgBE599Eo3NuoAelU5LAzbx2Xs/help/Instructions/Converting_Documents_from_Another_Document_Vendor_Using_ftwilliam.pdf

If you have plan data stored in a .csv file, you can use the Add/Modify Company and Plan Data features to create
your own upload. Additionally, by uploading plan data in a .csv you may update existing plans or add new plans.

Upload Menu

The plan upload enables you to upload data for any plan type for existing plans, or to add new plans, as well as add and
update company/sponsor information. The Upload Menu features a list of all the available plan and company schemas
which list columns you can include in the upload on the right. Click Download to see a .csv that lists all of the accept-
able column headers/fields along with data types that may be accepted for the listed plan type.



Home > Upload Center > Upload Company and Plan Information

Upload Company and Plan Information

The system will not perfarm data integrity edits on uploaded data. Description Chec

Be sure yvou run all appropriate edit checks after performing the impaort. Company
Prototype Non-Standardized 401(k) Proto
Sample Spreadsheet Prototype Non-5tandardized Money Purchase Proto

This sample spreadsheet will add a company and 2 plans. The sample plans use Prototype NDH_Stan_dardIZEd Target Benefit  Proto
most of the ZZZ default plan options, only overriding the appropriate elements.  Prototype Standardized 401(k) Proto

. . ) Prototype Standardized Money Purchasze Proto
You will need to create a spreadsheet using the appropriate schema located on typ Y

the right side of this page. Mote that you do not need to repeat company data on Volume Submitter 401(k) VolSi
subsequent lines when adding multiple plans to the same company, as shown in Volume Submitter Profit Sharing Volsi
this example. Any column which is not specified, will use the value from the olume Submitter Money Purchase volS:

appropriate ZZ7 default plan. Any columns which could not be mapped to an
appropriate ftwilliam.com column (e.g. incorrect spelling) will be ignored and will
be displayed on the confirmation page.

Yolume Submitter 401(k) (Prototype Format) VolSi
YValume Submitter 401(k) (Prototype Format) VaolSi
Defined Benefit Pension Plan (Proto Format) DefB

After clicking 'Submit’ ill be =h i f the ch that will tak i i .
er clicking "Submit’ you will be shown a preview of the changes that willtake | . o o o o oo (ID Format) DefB

place after performing the import. For company/plan updates only data changes

will appear. For new companies/plans, all accepted data from the CSV will be Cash Balance Plan (Proto Format) DefB
shown. Click 'Perform Upload' to commit the changes. Cash Balance Flan (ID Format) DefB
Employee Stock Ownership Flan ESOF

Employee Stock Ownership Plan 401(k) ESOF

Upload file name: No file selected. Section 403(b) Plan (Full Scope) 403B
Mumber of rows before column headers: 0 Section 403(h) Plan (Limited Scope) 4038
Select Division: Division A - Cafeteria Plan Welfs
Premium Cnly Flan Welfz

Submit Health Reimbursement Arrangement Welf:

Cancel Trans Spend Acct Welfz

Wrap Flan Welfz

Section 457(b) Plan Mon(

Section 4094 Flan Mang

Tax-Exempt 457(b) Flan TIAA

Governmental 457(b) Plan TIiAL

Misc (1099, 5500 or Admin Software) Misc

Crawnload ftwilliam.com plan IDs

Adding New Companies and Plans

Each file upload requires identifying information for the plan or company you would like to create through the file
upload. To add companies or plans to ftwilliam.com, you must include the value CompanyName.

If you are adding a new plan to the system, you must include the following fields to identify the plan's sponsor:



o An existing ftwCustomerID or CustomerID or CompanyEmployerID (EIN)
¢ PlanLinel
« Valid Checklist and PlanType combination as listed on the Upload Menu

If you are adding a company and a plan in the same row of a .csv upload, you must include the CompanyName field for
the new company you are creating.

Updating Existing Companies and Plans

To update existing company data, you must include at least one of the following fields that match a Company you admin-
ister on the ftw system:

o CustomerID—a unique value you may assign to each employer from the

o Employer's EIN

o ftwCustomerID (a unique identifier created by the system — you can get find the IDs by clicking Download ftwil-
liam.com plan IDs from the Upload Company and Plan Information screen)

To update existing plan data, you must include at least one of the following fields for each plan to identify an existing
plan on the system:

o PlanID—a unique value you may assign to each employer
o PlanNumber and one of the company identifiers above for the relevant Company
o FTWPIanID (also included for each plan when you click Download ftwilliam.com plan IDs)

Uploading a .csv file with blank entries will delete the value for that row, unless it includes identifying information for
the plan as mentioned above, or only accepts List Values. See the corresponding schema download to see which fields
use list values and what those list values are.

Upload Results Preview

After selecting a file and clicking Submit, you will see a summary of the changes that will be made to the plans in your
upload file prior to actually making the changes. If you are deleting the value in a row, the result of deleting that row will
also be displayed in the upload summary.



Company/Plan Upload
Upload Results Preview

# Result Company Plan ftwCustomerID CustomerID CompanyMame CompanyEmployerID
2 0K Update 313467216 Compuglobalhypermeganet -= Interslice
Download as CSW

Total rows processed/accepted: 2/1 Total errors: 1
Total rows with companies to be added: © Total warnings: 0
Total rows with companies to be updated: 1
Total rows with plans to be added: 0

0

Total rows with plans to be updated:

Perform Upload Cancel

The columns of the Upload Results Preview will always display the PlanID and CustomerID, ftwCustomerID and Com-
panyEmployerID (EIN) headings. If those values have changed, you will see the updated value in the column. Other-
wise, if it is blank, then no changes will be made to those fields.

The summary in the bottom left describes how many Plans and Companies will be added or updated/modified. In the
example above, the upload will only modify one company: no plans or companies will be added, and no plans will be
modified.

If all of the information in the Upload Results Preview is accurate, click Perform Upload to complete the upload.
Warnings and Errors

You may see errors or warnings after you have uploaded a file from the Upload Menu. If your upload creates a Warning,
only the specified value will be omitted from the upload for the specified reason, and any other acceptable data from the
file will continue to be processed and uploaded. You may receive a warning because the value you entered is not a valid
entry because it is not one of the specified responses in the schema. For example, in a company upload, you cannot set
the value 'EntityType' to 'Union' because it is not one of the list vales in the schema. If you see an Error during the
upload, there was insufficient identifying information to update or add the record and the entire entry/row on the .csv will
be skipped.

Additionally, some operations are not allowed through file upload to prohibit entry errors. The following are some of the
forbidden operations:

o Changing Plan Sponsor for an existing plan
o Changing Plan Type or Checklist Type



EGTRRA Plans - Simple Upload
Procedures

PPA versions of the defined contribution documents are now available on the ftwilliam.com system. There may still be
times when you would need to add an EGTRRA version of these documents. This guide walks you through how to set
up anew EGTRRA document on the system that is tied to a company but that will be populated with defaults. You will
then be able to enter the checklist for the plan and make any provisional changes that are needed.

1. Set or find CustomerID for the company that needs the EGTRRA defined contribution document.

a. Go to “Edit Company” screen.
b. Next to the company name find the CustomerID. If there is no CustomerID click on the pencil icon and

enter in a number that is unique to the company.

‘;J Wolters Kluwer -

= Edit Campany

Company: SAMPLE UPLOAD PLAN

Plan:

Datails: EIN: 456123456

.;'::' Wolters Kluwer ~

» Edit Company

Company: SAMPLE UPLOAD PLAN 10: |456456456

Plan:

Detals: EIN: 456123456

2. Complete the EGTRRA Plan SIMPLE Upload CSV file for the type of plan you would like to add. Note that you
will be editing the spreadsheet in Excel but the file must be saved in the .csv format for uploading.



a. The sample spreadsheet can be found on the “Upload Employer/Plan Data” Screen.
i. Under the Company/Plan, choose "Upload Company/Plan Data"

'3. Wolters Kluwer (* ), select a Plan...
fa} Home
it Profil [
8 edit Profile N~ ID: 456456456 #
Batches 2 » | Edit Company
ftwClient Manager » Delete Company
ftwPortal Pro » | Add Plan
Reports » i e
epo Edit Plan ked 2014 -
Downloads » | Delete Plan + 1099s wit
ﬁ Administrative Tasks » | Plan Search
©  support * ¢Opload Company/Plan Data>) 3
E Log Out le / Expand All f Collapse All

ii. Click the"Add/Modify Company and Plan Data" link

3. Wolters Kluwer ~ Hsp:p{-s a Plan...

Home > Upload Center

Add/Modify Company and Plan Data

~




iii. Click the "EGTRRA Plan Simple Upload Sample" to download the sample spreadsheet.

This sample spreadsheet will add a company and 2 plans. The
sample plans use most of the ZZZ default plan options, only
overriding the appropriate elements.

This upload can also be used to replace existing company/plan
data in batch. For a video demonstration outlining a metheod to
update certain plan fees for existing plans:

Upload file name:

Number of rows befg

b. PlanType, Checklist, and ChecklistVersion — These codes will tell the system what type of plan you would

like to add. The specific codes for each plan type can be taken from the following chart.

| PlanType | CheckList | ChecklistVersion

401(k) Plans

Prototype Nonstandardized 4K ProtoNS EGTRRA

Prototype Standardized 4K ProtoSTD EGTRRA

Volume Submitter — Prototype Format 4KPT VolSub EGTRRA

Volume Submitter — IDP Format 4K VolSub EGTRRA
Profit Sharing Plans

Volume Submitter — IDP Format PS VolSub EGTRRA
Money Purchase Pension Plans

Prototype Nonstandardized MP ProtoNS EGTRRA

Prototype Standardized MP ProtoSTD EGTRRA

Volume Submitter — IDP Format MP VolSub EGTRRA
Target Benefit Plans

Prototype Nonstandardized TG ProtoNS EGTRRA

c. CustomerID — This must match exactly the number found/set in step 1. This tells the system what company

you want the new EGTRRA plan added to.

PlanLinel — This should be the first line of the plan name for the new EGTRRA plan. All plan specific

information can be changed in the checklist after the spreadsheet is uploaded. Entering the plan name will

allow you to more easily find the plan after upload.

e. You can add as many plans as you would like to the same upload file as long as the CustomerID and

PlanLinel are unique.




f. Below is a sample of a spreadsheet for a new 401(k) prototype nonstandardized plan for the SAMPLE
UPLOAD PLAN company shown above as well as plans for two other companies.

| A | B | € | D _ E
|PlanType CheckList Checklist\ CustomeriD PlanLinel

|4K ProtoNS EGTRRA 456456456 SAMPLE 401(k) ProtoNS EGTRRA - 456456456
4K ProtoNS EGTRRA 123123123 SAMPLE 401(k) ProtoNS EGTRRA - 123123123

|4KPT ProtoSTD EGTRRA 789789789 SAMPLE 401(k) ProtoSTD EGTRRA - 789789789

L R < TV B R

g. Save the file as a .csv file in a place you can easily access it.

File pame: EGTRRA Plan Simple Upload - SAMPLE UPLOAD PLAN

Save as type: | CSV (Comma delimited)

3. Upload csv file to the system.

a. Under the Company/Plan select “Upload Company/Plan Data”.

A
| Wolters Kluwer
fa} Home
Edit Profil
8 edi profile - ID: 456456456 #
Company / Plan » | Add Company
Batches 2 » | Edit Company
ftwClient Manager » | Delete Company
ftwPortal Pro » | Add Plan
Reports » i
po Edit Plan ‘ked 2014 -
Downloads » | Delete Plan | + 1099s wit
@ Administrative Tasks * | plan Search
® support ’ quload Company/Plan Dataz 3
E Log Out le / Expand All / Collapse All




. On the Upload Center screen select “Add/Modify Company and Plan Data”.

3 Wolters Kluwer ~

Home > Upload Center

y
Add/Modify Company and Plan Data

Towards the bottom of Upload Company and Plan Information screen click on the “Browse” button.

Upload file name: ‘Ilb le selected.

Number of rows before column headers: 0

| Submit |

Cancel

[T Computer

d. Use the pop-up screen to choose the file you created and saved in Step 2 and click the “Open” button.

E EGTRRA Plan Simple Upload - SAMPLE UPLOAD PLAN

£, Local Disk (C) |
- d | Fit

el ]

File name: EGTRRA Plan Simple Upload - SAMPLE UPLOAD PLAN

e. Click on the “Submit” button.

Upleoad file name: EGTRRA Plan Simple Upload - SAMPLE UPLOAD PLAN.csv
Number of rows before 0
column headers: I

Cancel

f. A pop-up will show if there are any errors or warnings. Typically the only issue you may see with this sim-
plified procedure is if you already have a plan with the same name under the company you are adding to. If



there are no errors click the “Perform Upload” button.

Company/Plan Upload -

Upload Results Preview

# Result Company Plan CustomerID PlanLinel

1 OK Add SAMPLE 401(k) PrototNS EGTRRA
Download as CSV

Total rows processed/received: 1/1 Total errors: 0

Total rows with companies to be added: 0 Total warnings: 0

Total rows with companies to be updated: 0

Total rows with plans to be added: 1

Total rows with plans to be updated: (1]

=

g. When the upload is complete a pop-up will show that the new plan(s) has been added. Click the “Close” but-
ton. Your new EGTRRA document is now ready to work with.

Company/Plan Upload X
Upload Complete
# Result Company Plan PlanType Checklist ChecklistVersion CustomerID PlanLinel
1 OK Add 4K ProtoNS EGTRRA
Download as C5V
Total rows processed/received: 1/1  Total errors: (1]
Total rows with companies added: 0 Total warnings: 0
Total rows with companies updated: 0
Total rows with plans added: 1
Total rows with plans updated: 1]
]
[ ciose |

3 Wolters Kluwer ~ [ select a plan...

Home > Edit Company

Company: SAMPLE UPLOAD PLAN - ID: 456456456 &
Plan: | e
Details: | SAMPLE 401(k) PrototNS EGTRRA

Company Modules




Glossary

B

Batch target
A special target that lets you build and/or publish multiple other targets in a single group (or "batch"). You can
schedule batches to run at any time.

Block snippet

A snippet that is created out of one or more paragraphs.

C

Condition tag
A marker that you can apply to different areas of your content so that some sections show up in some of your out-
puts but not in others.

Cross-reference
A navigation link that lets you connect text in one topic to another topic (or a bookmark within a topic). Cross-
references let you create "automated" links that are based on commands you provide. This allows you to keep
links consistent and change them in just one place by using the "xref" style.

D

Drop-down text
A feature that lets you "scrunch up" content in your topic. The content is expanded (and therefore displayed)
when the end user clicks a link.

F

Footnote
A comment that is used to explain a specific area of the text. Both the area in the text and the comment contain a
number or symbol that ties the two together. A footnote (or endnote) comment can be placed at the end of a
page, document, chapter, section, or book.



S

Single-Sourcing
"Single-Sourcing" is a fancy term that means something very simple—to produce multiple outputs from one
source.

Snippet
A pre-set chunk of content that you can use in your project over and over. Snippets are similar to variables, but
snippets are used for longer chunks of content that you can format just as you would any other content in your
topic. In snippets, you can also insert tables, pictures, and whatever else can be included in a normal topic.

Span
A tag that is used to group inline elements to format them with styles. A span tag doesn't perform any specific
action; it simply holds the attributes (e.g., font size, color, font family) that you apply to inline content.

Style
An element that contain pre-set formatting properties. Y ou can apply style classes to your content to change the
way it looks. Using style classes instead of direct (or "inline") formatting helps you work faster, more efficiently,
and with more consistency in your topics. If you need to make changes to the formatting in the future, you do
not need to change the formatting in each topic (as you would with direct formatting). Instead, you only need to
change the formatting properties for that style in the appropriate stylesheet.

T

Table
A group of intersecting columns and rows that you can add to a topic for various purposes, such as comparing
one thing with another or giving field descriptions for a software dialog.

Target
One "instance" of an output type. When you build your final output, you are essentially building one or more of
the targets in your project.

Text snippet
A snippet that is created out of a portion of one paragraph.

Topic
A chunk of information about a particular subject. Topics are the most important part of a project. Everything
else is contained within topics (e.g., hyperlinks, text, pictures) or points toward topics (e.g., table of contents,
index, browse sequences). The very reason end users open a Help system is to find information, a little direction.
They find that help within individual topics.



\4

Variable
A pre-set term or content that you can use in your project over and over. Variables are similar to snippets, but
variables are used for brief, non-formatted pieces of content (such as the name of your company's product or
your company's phone number). There are different kinds of variables: (1) those you create, (2) system variables,
(3) Heading variables, or (4) Running HF variables for page headers and footers in printed output.

X

XML Editor
The window in the Flare interface where you can add content and formatting to elements such as topics and snip-
pets.
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Batch target
A special target that lets you build and/or publish multiple other targets in a single group (or "batch"). You
can schedule batches to run at any time.

Block snippet
A snippet that is created out of one or more paragraphs.

C

Condition tag
A marker that you can apply to different areas of your content so that some sections show up in some of your
outputs but not in others.

Cross-reference
A navigation link that lets you connect text in one topic to another topic (or a bookmark within a topic).
Cross-references let you create "automated" links that are based on commands you provide. This allows you
to keep links consistent and change them in just one place by using the "xref" style.

D

Drop-down text
A feature that lets you "scrunch up" content in your topic. The content is expanded (and therefore displayed)
when the end user clicks a link.

F

Footnote
A comment that is used to explain a specific area of the text. Both the area in the text and the comment con-
tain a number or symbol that ties the two together. A footnote (or endnote) comment can be placed at the
end of a page, document, chapter, section, or book.
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Single-Sourcing
"Single-Sourcing" is a fancy term that means something very simple—to produce multiple outputs from one
source.

Snippet
A pre-set chunk of content that you can use in your project over and over. Snippets are similar to variables,
but snippets are used for longer chunks of content that you can format just as you would any other content in
your topic. In snippets, you can also insert tables, pictures, and whatever else can be included in a normal
topic.

Span
A tag that is used to group inline elements to format them with styles. A span tag doesn't perform any spe-
cific action; it simply holds the attributes (e.g., font size, color, font family) that you apply to inline content.

Style
An element that contain pre-set formatting properties. You can apply style classes to your content to change
the way it looks. Using style classes instead of direct (or "inline") formatting helps you work faster, more effi-
ciently, and with more consistency in your topics. If you need to make changes to the formatting in the
future, you do not need to change the formatting in each topic (as you would with direct formatting).
Instead, you only need to change the formatting properties for that style in the appropriate stylesheet.

T
Table
A group of intersecting columns and rows that you can add to a topic for various purposes, such as com-
paring one thing with another or giving field descriptions for a software dialog.
Target

One "instance" of an output type. When you build your final output, you are essentially building one or more
of the targets in your project.

Text snippet
A snippet that is created out of a portion of one paragraph.

Topic
A chunk of information about a particular subject. Topics are the most important part of a project.
Everything else is contained within topics (e.g., hyperlinks, text, pictures) or points toward topics (e.g., table



of contents, index, browse sequences). The very reason end users open a Help system is to find information,
a little direction. They find that help within individual topics.

\'

Variable
A pre-set term or content that you can use in your project over and over. Variables are similar to snippets,
but variables are used for brief, non-formatted pieces of content (such as the name of your company's
product or your company's phone number). There are different kinds of variables: (1) those you create, (2)
system variables, (3) Heading variables, or (4) Running HF variables for page headers and footers in printed
output.

X

XML Editor

The window in the Flare interface where you can add content and formatting to elements such as topics and
shippets.
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