Part 9: Tools/Settings
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9.1.Clone

The “Clone” feature allows you to make an exact copy of a plan, within the Compliance software. You will first need to
add a plan to the database - this will be the destination plan; you may clone plan specifications only, or both plan
specifications and participant data.

e Clone Plan Specs and Participant Data - in addition to copying plan parameters, investment accounts and
sources, census data, transaction batches and participant loans will also be copied.

e Clone Plan Specs Only - this will copy plan specifications for the current plan year, including plan parameters,
investment accounts and sources. Please note that census data, transactions and loans will not be copied with
this option.

The “Clone feature” is located in the Compliance Menu, under “Tools/Settings”.
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The “Clone Me” feature will create a copy of the plan Compliance module data to another plan. Below are the
suggested steps to clone a plan year end.

1. Create the destination plan - the plan that you wish to copy the original plan to.
. Select the original plan and go to the Compliance software.

. Click the “Clone” link

. Select the Company and Plan you wish to copy the existing plan to.

. Select “Clone Plan Specs only” or “Clone Plan Specs and Participant Data”.
When you see “Plan is cloned”, return to the previous screen.

Navigate to the clone.
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If you cloned participant data you will need to run the data scrub, allocations & testing.



9.2. Workflow

The Workflow Grid is located in the Compliance Menu, under “Tools/Settings”, by clicking “Workflow”.
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This is a global grid, listing each plan under a customer’s account to which a year end has been added in the Compliance
software and showing whether or not each task has been run. Most entries in the grid are automatically updated by the
software when the task in question is performed. Note that you can sort any column by clicking on the column name;
you can also export the grid to Microsoft Excel via the “Download Spreadsheet” link.

& [T I ) 5 L F ) W [ | 3 i o T E ) 3| 0 = %
1 Amden Deisil Comalisrce Senn
z

3 PlaaMama ¥ End CanFrop ConPropEConSend ConSerdlCerfoc  CotFocDuie  CosDefws ok Sorub Duie Wioc  lloc Deie ADF/ACF ADP/ACFCwin o CombDwie BenTesi SarTust Cuin
2 Tog Heay 131210 P EE TR L] [ LAV 1052 Kok Pt rwa s e Foknn

5 T Hawe 1RO [ LHANE1026 R TLMETINILE 00 3 PA Fua L Rl

6 Tog Hawy 13313017

7 Tag Hamy 1331302 Ran Fun A4 10 Fn 13713013 L3S Plow van Mat e Hotnn

B Tag Hemy 1312011 P Bur BT 1 Fun WAL LID0 Mo ren s V013 1339 Hotnn

B Tog Hemy 1H3L/ 212 Py [ BASITIN1E Kok Pt ran M Hotnn

I8 Tion Moy 10312012 o [ BAINITIELLTY B SIS UL P s sl Wk

3 Tk Havey 1003012012 P [ BARTE113D Rn [T sl Wit

43 Tap Haws 13/30/2012 Ran Bun LR R BN WA Mo e st Mot

13 Ta Haws 13212011 Ran Bur SIS0 1615 Notn P ran Hat Wtnn

34 Taz Mamy 137312012 M L NI 1A Py 1/27/20L3 L33 Mcn v Mat Hotnn

13 Tz Hemy 120312012 L] e TLAIMI 14T Py TUZTIOLS L4 Pt vy Mat e Hrtnn

A8 Tas Heavy 10050/ 2010 Py [ BN 1579 SIS 15 1% ron see el hotnn

7 Taud My 10002015 R B SATRLTE 1243 Wik i P e st Wt

4B Tag Haws 13/21/2015 Ran Bar SRS 1538 Wt P ey Hat Wt

18 AMDCers 137212013 Ran WA Rur BT 1308 Run BT/ L0 en ran Hat Wotnn

EUIL TR R EA ] L WA e ur B 1009 Kotnn Pt ey Mat e LTI YT L REE S

The grid includes the following columns:
e Plan Name
e Year End
e Census Prep - whether the census has been prepared and posted to the portal (for portal customers only).
e Census Send - whether the census has been sent to the client via the portal (for portal customers only)
e Census Rec - whether the census has been uploaded
e Scrub - whether the data scrub has been run
e Alloc - whether the allocation has been run.
e ADP/ACP - whether the ADP/ACP tests have been run.
e Comb - whether the Combined Test has been run.
e Gen Test - whether the General Test has been run.
e Top Hvy - whether the Top Heavy Test has been run.
e C Pack - whether the Client Package has been prepared.
e Resp - for customer use to indicate whether responsible for the plan.
e Admin - for customer use to assign an Admin to the plan. All system users with Admin access will be available to
select from the drop-down box.



9.3. Print Settings

From the Compliance Menu, hover over “Tools/Settings”>“Print Setting”, then press either “Plan Level” or “Global”.

The “Global” settings can also be accessed from the top of the “Select Printing Parameters” page by clicking on the link
“Global Printing Parameters”.
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9.3.1. Global

You can design your own styles and save them as options for future selection for individual plans, modify the default
client letter and add custom language in global settings.
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Set Default Client Letter

Click on the “Global Printing Parameters” link on the “Select Printing Parameters” screen (or from “Tools/Settings” in
the Compliance Menu, clicking the “Global” option under “Print Setting”). Here text for a default global letter can be
added and will be available for use with all your clients. Type or paste the text for the letter in the lower block of the
“Default Client Letter” section, then click “Update”. This letter can be the default for all your clients so you will just
need to customize it for the client and package you are sending.
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Edit/Create Custom Styles

Click on “Global Printing Parameters” at the top of the “Set Printing Parameters” page or select the “Global” print
setting option from the Compliance Menu under “Tools/Settings”. The first box on the “Global Printing Parameters”
screen is where you can edit/design one or more custom styles for your client letter and reports. The style options
include using one of the default styles already set up, or adding your own custom style. You'll see the following options
in the drop-down box on this screen:

e *ftw Cover Letter
e *ftw Plain

e *ftw Intermediate
e *ftw Elaborate

To create your own custom client letter style, select “*ftw Cover Letter” in the drop-down box on the “Edit/Create
Custom Styles” box and click “Copy”.

Custom Cover Letter Styles

You will see the “Custom Styles” screen shown below. You should edit the description field to indicate who owns it (e.g.
callit “John’s Cover Letter”), then you can change the font type, margins and font size to reflect your own preferences.
After you click “Return” this new style will be available to select for all your client letters. Please note that you cannot
edit a default style; you need to copy it and then you can edit the copy.
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You can also set a default style for your reports and statements from the same screen as the default letter style (the
“Edit/Create Custom Styles” page). There are four default styles set up already - “*ftw Plain”, “*ftw Intermediate”, “*ftw
Elaborate Blue” and “*ftw Elaborate”. Again, these are not editable, but you can either use one of them as is, or you can
copy and edit one or more of them to create your own custom styles. To do this, select one of the four default styles
from the drop-down box and select “Copy”. You can change the description to reflect who created it and what style it
was copied from. You can also select the font type, color and size for the different sections of the reports as well as
margin width. To the right is the top of the screen that you’ll see when you select a style and elect to copy (or, if it has

already been copied, edit it):
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Custom Report Styles - Statement Options

As well as selecting a print style for your statements as described above, you can include plan specific messages on the

statements and also display the investment related notice language required by the 2006 Pension Protection Act (PPA)
for certain plans. Plans are required to provide the statement if the plan is an individual account plan (other than a one-
participant plan) and allows participants/beneficiaries to direct the investment of assets in his or her account under the

plan.

You may now use the Custom PPA Message /Message 3 when Include Default PPA Information is "No". This is valuable
when PPA is not needed and you have a larger communication to be included in the statements.

See the screen shot below - this is the statement section of the “Edit Print Styles” screen and is available for both
statement formats, the Individual Participant Statement and the Custom Participant Statement.
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There’s more information about the difference between the two formats below.

The text you enter in the “Message 1” box shown above will be printed at the top right of the first page of the
statement. Please note that the “Message 2” box is only available for the Custom Participant Statement (hence the
note about limited availability) and prints in the section “Your Account at a Glance”.

You can select whether to add the PPA investment language by setting “Include PPA Information” to “Yes”. If you opt to
include it, the text that will be printed on the statements is as follows:

“To help achieve long-term retirement security, you should give careful consideration to the benefits of a well-
balanced and diversified investment portfolio. Spreading your assets among different types of investments can help
you achieve a favorable rate of return, while minimizing your overall risk of losing money. This is because market or
other economic conditions that cause one category of assets, or one particular security, to perform very well often
cause another asset category, or another particular security, to perform poorly. If you invest more than 20% of your
retirement savings in any one company or industry, your savings may not be properly diversified. Although
diversification is not a guarantee against loss, it is an effective strategy to help you manage investment risk.

In deciding how to invest your retirement savings, you should take into account all of your assets, including any
retirement savings outside of the Plan. No single approach is right for everyone because, among other factors,
individuals have different financial goals, different time horizons for meeting their goals, and different tolerances for
risk.

Itis also important to periodically review your investment portfolio, your investment objectives, and the investment
options under the Plan to help ensure that your retirement savings will meet your retirement goals.

Department of Labor information. For more information regarding individual investing and diversification, see the
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internet website of the U.S. Department of Labor at: www.dol.gov/ebsa/investing.htm

There is also an option to add your own custom PPA related message, which will appear above the standard PPA
language on the statement. You enter this in the “Custom PPA Information” box.

Global Report Options

From within Global Printing Parameters, users can customize a variety of options for each of the available reports. The
ability to customize reports is located under the "Global Report Options" box. To select a report to edit, press the drop
down arrow next to the edit button, select the applicable report and press the edit button. Checking the box next to an
option will include the option in the specific report for all plans. Leaving a box blank (or removing the check mark from
the box) will exclude the option for that specific report for all plans. When done making selections, press "Save

& Close". Below will describe the individual reports and options available for those reports.
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The Client Package has the option to individually include or exclude the Client Letter, Cover Page, Table of Contents,
Page Numbers, and Hide Warnings. This means that the options selected here will be the options seen when the Client
Package is printed for every plan.
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Client Letter Cover Page
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Eligibility Status Report can be sorted by name, status, compensation, or hours, in either ascending or descending
order. Additionally, certain information can be included or excluded from the Eligibility Status Report. This information
includes, participant SSNs (masked or full), compensation, deferrals, Roth, and the columns that display whether initial
or continuing eligibility has been overridden. Dollar signs can also be included or excluded from the report, as well as
Attained Age, Vesting Years of Service and users have the options to choose one row per participant (CSV only) and/or
exclude Control Totals. The options selected here will display or not be displayed in the Eligibility Status Report for
every plan.



Global Report Settings: Eligibility Status x |

Sorting
Field: [ Compensation v
Order: @ Ascending / () Descending

Optional Infermation

[ ssn (apply mask () ) compensation

) peferrals O meth

] Show Dellar Sign [ Attained Age

O Vesting Years of Service ) one Row Per Ppt (CSW only)
[0 Exd Control Totals

Optional Columns

Initial Override Continuing Override

| Save & Close || Cancel

Allocation Report can be sorted by name or status, in either ascending or descending order. Additionally, certain
information can be included or excluded from the Allocation Report. This information includes participant SSNs
(masked or full), HCE status, Birth Date, Hire Date, Term Date, division and status, as well as include Eligibility
identifier, % symbols, and Employer contribution total. Dollar signs, Compensation by source, and only participants
with contributions can also be included or excluded from the report, and users have the option to combine Pre-tax and
Roth into one value. The options selected here will display or not be displayed in the Allocation Report for every plan.
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Transaction Reports and Statements can also be customized. Every transaction report/statement option that can be
edited has its own global report setting. This means that different options can be selected for different
statements/reports. Below, for example, are the options available for "Statements - Custom Individual Participant”.
The options here can be set differently than those set for "Statements - Individual Participant” or other statement
options. Options available for statements include sorting by name and status, including or excluding employee SSNs or
employee number (as defined in Plan Specifications --> General Features), dollar signs, hours of service, and fees.
Including fees will carve out the fees from the earnings or gain/loss column and display them in a separate fees column.
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The ADP/ACP Test Detail Report can be sorted by name (alphabetically), compensation or status. Users can choose to
have dollar signs appear and to include or exclude employee SSN (masked or full) or employee number (as selected in

Plan Specifications --> General Features), division and status columns.
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The ADP/ACP Test Corrections Report can be sorted by name (alphabetically), compensation or status. Users can
choose to have dollar signs appear and to include or exclude employee SSN (masked or full) or employee number (as
selected in Plan Specifications --> General Features), 402(g) catchup and status columns.
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The Estimated QNEC report can be sorted by name (alphabetically), compensation or status. Users can choose to have
dollar signs appear and to include or exclude employee SSN (masked or full) or employee number (as selected in Plan

Specifications --> General Features), division and status columns.
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Global Default Parameters

The Global Print Settings feature allows organizations to establish company-wide default print styles and page
orientations for all reports, statements, grids, and user-defined grids within the DC Compliance module. Once
configured, these defaults can be applied across plans while still allowing plan-specific exceptions when needed.

Click here for a training tutorial video, and below for more details!
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Before You Begin - Important Considerations

Global Print Settings include safeguards because changes can affect all plans within a company code.

Recommendations:

e Limit edit permissions to a small group of experienced administrators.
e Review existing plan-level settings before making global changes.
e Carefully read all confirmation messages before proceeding.

Note: Actions performed through Global Print Settings cannot be undone.

Enabling Global Print Settings

Only a Master User can enable Global Print Settings for a company code.
From the Wolters Kluwer logo menu,

1. Navigate to Administrative Tasks.

2. Select Account Profile.

3. Scroll to the DC Global Print Settings section.
4. Select the DC Global Print Settings checkbox.
5. Click Update.



DC Global Print Settings

‘Enable DC Global Print Settings for Company Code:

| Update |

Once enabled, authorized users will be able to view the default print style and default page orientations on the Global
Print Settings page for all reports, statements, and grids in the system.

Assigning User Permissions

After the feature is enabled, administrators can determine which users can access the functionality.

From the Wolters Kluwer logo menu,

. Navigate to Administrative Tasks.
. Select Users.
. Open the desired user record.

Locate the DC Global Print Settings permission.
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. Select the appropriate permission level.
e None: User cannot view Global Print Settings.
e Edit: User can view and modify Global Print Settings.

e Save the user record.

Best Practice: Restrict Edit permissions to a limited number of administrative users.

Permissions

Designated Admin
May Delete HNo v
May Add

Can Edit Plan IDs

DC Custom Report Editor
Can Edit PDS Templates
Can Use Secure Upload

DC Global Print Settings r
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Edit

Global Default Parameters Help

This link is available regardless of whether the user has access to the settings grid and provides the following
information in a pop-up window, when clicked.

e Setupinformation

e Permission requirements

Descriptions of available actions
Confirmation message explanations
Details regarding the impact of changes



Global Default Parameters Help X

The global print settings sections (report, statements, and grids) are enabled/disabled based on company code
profile settings and user permissions. These settings allow a user to 1) Update Company Code Default Settings
and 2) Replace All Report Settings in All Plans. Users will be prompted to confirm their selections and selections
cannot be undone.

If a user selects the Update Company Code Default Settings, the system will update the print style and page
orientation to the single style and single orientation selected. This will apply to all reports, all statements, and all
grids displayed below for this company code. It will also update the print style and page orientation in all plans
where both the style and orientation for the report are set to the default style and the default orientation. The
initial global print settings for each report were defaulted to the most commonly used values for the company
code.

If the user selects the Replace All Report Settings All Plans, the system will replace all plan level print
settings for all plans, all reports/statements/gnds, and all plan years in this company code, resetting all
plans/reports/statements/grids/plan years to the global print settings displayed below.

Please contact your master user for more information and/or access.

o |

Understanding Initial Global Default Values

For Existing Company Codes, an initial set of default values were designated based on the most used Print Style and

Page Orientation for each report for each company code.

For New Company Codes, the Default Print Style will be set to “*ftw Intermediate”, and the Default page Orientation
will be set to “Portrait” for all reports, statements, and grids.

Plan Report Settings File

Before making changes, administrators may want to review which plan level reports differ from company code
defaults.

Global Report Print Paramseters (Default Values)

Repart Orientation Apply to All Flans
Replace All Report Settings All Plans |Flan Report Settings (5]

Sorub fElgibility

Eligibity Status | = fow Elaborate Blue | Portrait ¥ | plan:
HCE Key Determanation [* fow Elabarate Blae | Portrat =

Kew Detenmination for Mext Year |'* fiw Elaborate Blue | Portrait v all plans

Select the link to download the file which identifies reports by Plan / Plan Year / Report, where either the Print Style or
Page Orientation do not match the company defaults.

This report can help determine the potential impact of global updates.

Updating Company Code Default Settings

Use this option when you want to establish a new company-code baseline for all reports, statements, and grids, where
all will have the same Style and Orientation as the single set of values selected are applied to all the reports,
statements, and grids listed below.
5iobal Defailt Pasameters Help

lGlhbal Cover Letter Print Parametens (Default Values)

Report Style Orientation Apply te All Plans
Cerver Letter * ftw Cover Letter - | Portrast W Apply to all plans

Global Default Print Parameters (Default Values)
Set Defaults for All Reports Style Orientation
2l Reports = Fiw Elaborate > Portrait v luoﬂte Cempary Code Default Settings l

1. Select the desired Print Style.
2. Select the desired Page Orientation.
3. Click Update Company Code Default Settings.



4. Review the confirmation message.

5. Select Yes to proceed.

What Happens?

The system:
e Updates the company-code default settings for all reports, statements, and grids listed below.
e Updates reports in plans where both the Print Style and Page Orientation currently match the existing defaults,
e.g. system default values, most used designated values mentioned above.
e Leavesreports in plans with customized settings unchanged.

Replace All Plan-Level Settings

Use this option when you want all plans and plan years to match the selected global settings for all reports, statements,

and grids.

[ Globat Report Print Parameters (Default Values)

e Style Orientation Apply to All Plans
| Replace All Repert Settings All Hunslr.-:,-- Report Settings [
ScrubElgi

Eligibdity Status = Fow Elaborate Blue ~ [Fortrait__ | Apply to all plans

HCE ey Detenmination = ftw Elaborate Blue e Portrait - Apply to all plans

1. Configure the desired global Print Style and Page Orientation for each report.
2. Click Replace All Report Settings All Plans.

3. Review the confirmation message.

4. Select Yes.

What Happens?

The system replaces plan-level settings for:
e Allplans
e All planyears
e Allreports
e All statements
e Allgrids
with the Global Print Settings currently displayed.

Warning: This action cannot be undone.

Updating Individual Reports and Apply to All Plans
Settings can also be modified at the report level.
You may:

e Change a specific report's Print Style.

e Change a specific report's Page Orientation.
e Apply those changes to all plans.

This option provides flexibility when only certain reports require standardization.



9.3.2.Plan Level

In the "Select Printing Parameters" screen are options to add a default cover letter, select a printing style and
orientation for this cover letter and each of the reports.

a Wolters Kluwer = [N sz

B * Edi Comguern > Edht Flas * Comptancs * Falecy Bringing Parpmaceny

Comparny: Test Company 1D:

Flan: Dama Flan T

Year End: 12/31/2026  plan Year Unlocked: o
Global Pristing Paramebers

Cower Letter (Plan Values)

| Restore AN Reports to Default Vahues |

Repert Prict Parsmeters (Plan Values)

Style Orientation  Default
Cover Letter | = frw Cower Letter | [Portrase | Wes
| Default Priet Parameters (Plan Values)
' Set Defaults for All reports Style Orientation
il Reports _* ftw Elaborate Eal |Portrait |
Change All Reports |

Repurt Style Orientation  Delault |

| |serbrengaimy _—
(8| | ety States * Fow Elaborste Blue > Portrat w| Ve
S | HCE Key Determination ‘-lthlm_umm - (Portrait v Fes
| ke Determingtion for Next Yeasr | ™ fiw Elaborste Blue vl [roant v Vs
| | 402{g) Limit Test L= ftw Intermediate - [Portrait | Ves
HEE Next Wear (TPG) fwPlan - (Landscape |  Yes
HPI Next Year |* #tw Intermedate b | (Portrait ]| e
Allocation [

Hiscellaneous

Plan Specifications.

| SUDNIESURL |
| -

Having designed custom styles for the client letter and reports, the next step is to select a style or styles to use and
their orientation. The custom styles previously created will display as options in the drop-down box within the “Select
Printing Parameters” screen. On this screen you can select a print style for your client letter, and for each of your
reports and statements. You can either select one style for all reports and statements or you can select the styles
individually for each report and each statement type. See the screen shot below - the box in the middle allows you to
select a single style for all reports and statements whereas the box below is where you make the individual selections
for reports. A further option is the orientation for the report - whether you prefer Portrait or Landscape. Additionally,
you have the option to also “Restore All Reports to Default Values” set at the company code level.

a Wolters Kluwer ~

Hpmy > fs Comogey > fdt Bgn > Complynce > Select Printing Parsneters
Compary: Test Company 1Dz

Plan: Demo Plan ID:

Year End: 12/31/2026  plan Year Unlocked: o'
Global Printing Parameters

Cower Letter (Plan Values)

Orientation  Default |

|Portrait % es

Set Defaults for All reports Style Orientation
Al Reports [* few Elaborabe | Fortrait W)
| Change All Reperts.
| Restore Al Reperts to Default Valses
A Report Print Parameters (Flan Yalpes)
4| Scrub/engibibty
(2| |evoies sttes (= Fom Eaborae e i
B | Hee xey [* o Elaberute Biue Y
Key Determination for Nest Year | * frw Elsborate Blue Yes
403g) et Test [*fom iotormedite ves
HCE Next Year (TPG) [= few Flain_ Yes
HPY Next Year [* fow Inkermed: Yoo
Allncatinm

SUODEesUR) |
-

See the screen shot below - this is the statement section of the “Edit Print Styles” screen and is available for both



statement formats.

If you opt to make individual style selections for statements, you do this directly below where you select report styles.
You can also do the same for grids.

aWOltEI‘SKlUWEI" Select a Plan. -l o v ®oceriva~
L Loslyted baip
Yeu -
Yes
Yes
Yes
Yes
410(b) Ratio Percentage Test Vs
410(b) Awerage Benefit Test Yes
Annual Additons Repont Yes
Dreductson Test Yes
Compensation Test Yes
ADP/ACF
ADP ACP Test Yes
ADP ACF Correchons Yes
Enhanced ADP ACP Caerections * fow Elaborate Blus ~ Portrat__ v Yes
Estimate QHEC [ fow Elaborate Blue v [Portrat W] ves
Disproportionabe QHEC * fw Elaborate Blus ~| [Porran | Yes
TestingiDemagraphic Analysis Report [+ fiw Elaborste Blue | [Porat | Ve =
£ General Test 5
(2| | Gateway Report [Cfwilaborate ___¥|  [Fodrst |  ves &
5 Eute Group Repert [* ftw Elaberate Blue ~| [Ponran_ | Yes g.
Gen Test Average Benefits * ftw Elabarate Blue ~ Portrat__ v Yes 2
Top Heavy
Ten Heavy Repsrt [ * fow Elaborate Blue ~| [Porran_ +| Yes
RMD/RBD
RMID Notice | * ftw Intermediate ~| |Portrar | Yes
Hiscellaneous
Catchup and Excess * fow Intermediste. v Fortrat__ v Yes
Sumenary of Test Results [= ttw Elaberate Blue ~ Portrat__ v Yes
Flan Mighlights * ftw Elaborate Blue » Fortrait Yes |
Statement Print Parameters (Plan Valoes]
Report Stybe Orientation  Default
- Individusl Pas [* fiw Elaborate Blue v]  [Potrek ] ves
o i Chsson = ftw Elaborate Blue ¥ Pomrmt ves
Detail - Particpant Account Rapert | = fiw Elaborate Blug v|  [Porsrt |  ves
Detail - Particpant ACoount Report [ plaborsteBiue | [Poaan_v]  ves
Summary - Fartiopant Accounts * ftw Elaborate Blue v Portrat W Yes
Tetals - Participant Accounts [ ® fow Elaborate Blus ~| [Portran | Yes
Distribution Repert * ftw Elaborate Blue v Portrat__ v Yes
Destributsse Ripeet - Torm wi Balance = fiw Elaborate o T »
Gads Prist Parameters (Plan Values)
Grid Syl Orientation  Defaslt |
Padticipint Lookup Grd [ fw Elaborate Blue v  [Potrst  w|  ves |
Service Grd = ftw Elaborate Bue v Podrat ¥ Fes
Endtial Elgibility Grid | * ftw Elaborate Blue | | Potrat v s,
Coatinying Chplliy grid | = trw Elaborate lue ¥ [Pemrm w] e
HEE Gd [ ftw Elabarate Blue v  [Pomrsr  w|  ves
Key Grid = Row Elaborate Blue ¥ [Pomrst  w| s
allocatsn Gnd = ftw Elaborate Blue v |Pordrast ¥ Vs
410k} Ratio Gred " ftw Elaborate Blue il Portrast % Fes
410(E) Average Gnd [hwElaborate Blue  v|  [Porrmr w] s
ADBIACP Grid | ® P Elaborate Blue | [Pomrar  w| e
Genersl Test Geid ® R Elaborate Blue v [Portrwk  w| e | I

Understanding the Default Indicator

A Default column indicates whether a report matches company defaults.
e Yes: Both the report's Print Style and Page Orientation match the company-code defaults.
e No: Either the report’s Print Style or Page Orientation differs from the company-code defaults.



a Wolters Kluwer =W select a plan. .. Moo =] | Gerivin =

Hgme 85 Comoany & [ Flan » Comolacce & Select Brinting Parsmaten: bl
ran. [ TS e
Tasks i
Year End: 12/31/2026  plan Year Unlocked: o' i ey
Glaingl Printing Parameters 4 Miscellanecus
1 Tooks/Settings
Cower Letter (Plan Values) 4 Plan Specifi
Style Default
Cower Letter | frw Cowver Letter ~|  [Portrait ]|  ves |

Al Repoets [ e Elsborata w|  [Potrn v
Change All Reports|
[Restore AN Reports to Default Values |

Style Orientation

Seruby/Eligibility
—— | engiblity Status = fw Plan - [ Landscape ¥ | Mo
| | HEE ey Determination [ few Elsborate Blue v|  [Potma  ~| [: E‘
A ey Determination for Next Year = fiw Elaborate Blue £l Postrat ¥ Tes =
‘g 402(g) Limit Test [ * Rew Istermediate | [Portran ~| Yes ﬁ’
S [ e e () [T — R T S
T [= Fow Intermedeate v  [rotrex v|  ves @

Allecation

Allacaticn Repeet [* few Elaborsts Bls | [Potra | Yes

Change All Reports in a Plan Year

To assign one print style and page orientation to every report in a plan year:

1. Select a Print Style.

2. Select a Page Orientation.

3. Click Change All Reports.

4. Review the confirmation message.
5. Click Yes.

The selected settings will be applied to all reports in the plan year.

Reports that no longer match company defaults will display Default = No.

a Wolters Kluwer = [ sciecr a plan.. lao v @ geana~
gy = e Comapey * s Blps @ Comgiigrcy > Salect Pristing Paramaten Uasles bl
. [ LUV ] [L*H | o
Year End: 12/31/2026  plan Year Unlocked: o' |+ Transsctions
Global Printing Parsmeters E‘ Miscellaneous |
|4 Toals/Settings
Cowr Lattar (Plan Value) - 4 Plan Specifications
Style o Defaabt
Cawer Letter | * Hw Cover Letter |  [Pertrat | Wes
Set Defaults for All reports Style Orientation
Al Repeets | = P Elsborste - [Portrait w|
Reperis

Restore All Reponts to Default Valoes |

Report Print Parsmeters (Plan Vilues)

Report Style Orientation  Default

Scrub/Eligibility

Ehgitslity Stetus [“Pwran v [ Landscape | No e

HCE Key D | = [ - |Portrat w| Yes o
G ey ovtermmation for et vewr  [“fow Eoborste B v| [Pt w| e Z
'5 402() Limit Test Yes o H
O | wcE tient Year (TPG) Ve g'

Allocation

Allgcatson Repert * Fiw Elsborate Bue > es

True-Up Repost [ = Fw Elaborate Bive ] [Pomr v ves

Restore an Individual Report to Company Code Defaults



When a report displays Default = No, you may restore it to the company code default.

1. Click the No link.
2. Review the company default values displayed.

3. Confirm the restoration.

The report will be updated to match the company-code Print Style and Page Orientation.
The Default indicator will change back to Yes.

The hover text gives additional details.
| Repert Print Parameters (Plan Values)

Report

Scrub,/Lligibilty

Eigibdity Status.

HMOE Key Determinstion

Ky Debermination for Mext esr
402{g) Limit Test

HOE Next Year (TPG)

HF et Year

Mllacation
Alceatior Repot

L

o |

Click bo resione the cocode detault settings for thes repert in this plan/plam year,
Deetaislt Style= " Mo Elsbarate Bl
Delalt Drientation: Portrast

~
Census

i fifigprs

Restore All Reports to Company Defaults

You can also restore every report in the plan to company code defaults.

1. Click Restore All Reports to Default Values.
2. Review the confirmation message.

3. Confirm the action.

The system restores all reports for the plan within the plan year to the company-code default settings.

Note: This action cannot be undone.

a Wolters Kluwer =
Eome * B Comppey ¥ 3 Bas * Comgiipacy ¥ Select Briating Parametec Vade bl
crais [resmy— frrs T =
Year End: 12/31/2026  plan Year Unlocked: oi° 4 Transactions
Gishul Printing Parsmnters . Macellansous
z 4 Tools/Setlings
| Cear Lotior (Flon Valons) ) 1 Pians Spacications
Style Orientation  Default | S
| Cover Letter | = Pw Cower Letter w| [Pt v Yo
| Detaut Prink Parameters (Pan values)
Set Defaults for All reports Style Orbentation
All Reports | = Fw Elaborate ~| [Portrait__~|
Change All Reports |

| Restore A Reports to Default Values |

|| Raport Print Parameters (Plan Values)

Report Style Orizntation Drefault

| Sorub/Eligibility

Eligibslity Status = Frw Plam > [ Landscape » o —
al] [ oY Detarmintion | = Fow Elsborate Biue hd [Portran | Tou 5:_"
2 | | wer Determmation for teat Vear = Fiw Elsborate Bloe ~ [Podrat_ w| Yes 1
'n':: 402(g) Limit Test | = Fw Intermediate - |Portrait w| Vs E’
O] | HCE et Yeur (TPG) [= Frw Plam > [Londscape»| Ve -]

MPI Next Yesr | = fow Intermediate w | Portrait | Yes B

Allocation

Allacation Repert | * Btw Elaborate Blue e |Portrat v Yeu

w| Yes

| True-Up Regaat | = fw Elsborate Bhse

How Global and Plan-Level Settings Work Together

A common workflow is:



1. Establish company-code defaults using Global Print Settings.
2. Apply those defaults to all plans.

3. Make plan-specific adjustments only where necessary.

This approach creates consistency while still allowing flexibility for unique plan requirements.

9.3.3. Custom Reports

Certain reports in the Compliance Module are able to be customized, giving the ability to add, move and remove
columns; change table column widths; change font type, size and color; filter to show only certain data; and change sort
order. These changes can then be saved and used for all of your plans.

Accessing Custom Reports

Custom reports are located throughout the software. Below is a list of current reports and where they are located.

Report Name Location

402(g) Limit Test Scrub/Eligibility Reports
HCE Next Year Scrub/Eligibility Reports
Top Heavy Minimum Allocation [|Allocation Reports
Catchup and Excess Miscellaneous Reports
RMD Notice RMD Menu

Editing Custom Reports

Custom reports can be edited by clicking on the custom report icon (

) that appears next to all custom reports. This opens the report in a web view, where the user can add or remove
columns, change text font type, sizes or colors, rearrange column positions, filter the report to only show certain
criteria or change the sort order.

Below is a screenshot of the Scrub/Eligibility Report window. There are two custom reports here; the 402(g) Limit Test

and HCE Next Year. Both of these reports have the custom report icon (

), which will access the web view of the applicable report.

Scrub/Eligibility Reports

Report Format
Eligibility Status H@3 =
HCE Key Determination ICHE - IE|

Key Determination for Next Year E | u | |i|
402{g) Uimit Test M=l
HCE Mext Year M@=

oK

Clicking on a column within the web view will make the formatting options appear for that column. The left most icon



has three options: Formatting, Hide column, and Show columns.

Dema Plan
A02(z) Report - Detail
12AL816
M.V 4+ ¥ v
Formatting... Totsl 43 ai2ig)
_ 55% State Comgp g Reth Deferraly Catchup Ecen
Hide column e TR0 000 [ To0W [T 3
Show columns b Az 08 1 TR0 50 W TA00 0 W 0o
=T .000 00 [T WO 000 07 ] 0o
e — L. - il d
Az 0000 [ W 0 [ 000
— —

Amms 1,600.00 W30 000 [ 00 000
= 135 00000 3100000 [ $L00000 S0.00 000
Ao R5.000.00 100000 0o B.000 .0 (13
T LR COE] W WH Tw 10 T
e TR0 TN LD TR W oW o |
e b8 O -1 I .1 T 11 e Tr]
£864,000.00 45700080 3000 157,000.03 £6,000.00 [

Clicking on the formatting option will open a new window with all of the font style, color and sizing options. Alignment
options and conditional formatting options are also here. Note that changes will apply to the headings, detail rows or
total rows as selected from within the window.

Format column: Comp Basic Formatting = Conditional Formatting
Apply to:
Heading text:
Comp
Font: Size: Style: Color:
Calibri il B/u O A
EE
Cambria ~ 10 ~ .
Dejalfu Sans 11 Alignment:
Dejat'u Sans Mono 12 = =
DiejaVu Serif W13 V== .
Garamand 14
= Previous Column Next Column > n Cancel

Clicking the option to hide a column will hide the column that you clicked on.

Hovering over the option to "Show columns" will expand the list of columns that are available to be added. You can
select the option to add all available columns, or select one at a time.

Saving Custom Reports

After editing a custom report, you can save the report by clicking the save icon (

A.
)in the upper left corner of the web view. You will save your reports in the folder tree under your company name by
selecting the "save as" option. Note: See Permissions for additional information regarding who is permitted to save
reports.


https://www.ftwilliam.com/djKIumIZlvmjgBE599Eo3NuoAelU5LAzbx2Xs/help/Instructions/ComplianceUserGuide/Content/Compliance%20User%20Guide/Compliance%20Software%20User%20Guide.htm#Custom_Reports_Permissions

Sl Your Company Code Mame
5l Ad Hoc Components
|;|_ Reports
E™ Compliance
(@l 402(g) Limit Test
(Sl HCE Next Year

il Sandbox

Printing a Custom Report

There are multiple print format options available for each custom report, such as rtf, pdf and excel. Simply click on the
applicable icon next to the custom report to print the format of your choosing.

Scruby/Eligibility Reports X

Report Format

Eligibility Status @ =

HCE Key Determination = - E

Key Determination for Mext Year W | N | (=]

402(qg) Limit Test ™ =L

HCE Mext Year SN ] A
oK |

Custom reports can also be printed directly from the web view by clicking the export button in the upper left corner,
then selecting the applicable format.

402(qg) Limit Test Data refreshed 2017-09-26 at 08:42:35 &2

A. E@ = - 4 |100% = searchreport Q| = | o P Page 1 of 2 B M
As PDF

Ag Excel

—
As TSV Diems Plan
A0tg) Report - Summary
As RTF 113118
A5 XLSX
(l 402ig) Teat I
Test Resuls PASS

Global Custom Report Styles & Custom Report Selection

To view the current global report style and selected report for a custom report, click the gear icon next to the custom
report. This will allow you to see the options selected for that report. Note that the Global Report Style that is selected
applies to all custom reports.



Scruby/Eligibility Reports x

Report Format
Eligibility Status 3=
HCE Key Determination # .=
Key Determination for Next Year [ | 4 | [
402(g) Limit Test CH - e
HCE Next Year v | BB | )
oK |
Global Report Settings: 402(g) Limit Test x
Report Location:
Compliance A~
atchup and Excess 5 - Landscape mh
up
102{g itT
v
402(g) Limit Test
Global Report Style: FTW Elaborate Blue
Change in Global Settings lCIosel

To change these settings, Designated Admin users may either click the "Change in Global Settings" link or navigate to
the Global Report Options from the Compliance Menu.

Print styles that are selected within the web view, will apply for reports printed from the web view only. To specify a
specific print style for a report to use in the client package or individual print, the style must be selected from
the Global Report Options.

Custom Reports Permissions

Custom Reports permissions determine whether or not a user can save a custom report and, if permitted to save, the
location where they are permitted to save reports. The "Permissions" box in the Edit Users screen has a drop down nexi
to "Custom Reports", containing options of Admin, Intermediate and Read Only.
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Phone Number ACA Forms El Can Ecit Plan 108
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Hota: Revisad permissions will not take effect untll tha next tima the usar logs In to the systam. If the user Is currently legged into the system, thay will nead to log
out and log back In for the parmission changes to take affact.
Hote: You will ba kogged out If you change your cwm usernama. Pleasa log back In with new usermama.
[Update|

When in the Custom Reports web view:
e Users with “Admin” selected for Custom Reports are allowed to save reports in any repository folder.
e Users with “Intermediate” selected for Custom Reports are allowed to save reports in the Sandbox folder only.
e Users with “Read Only” selected for Custom Reports are not allowed to save reports in any repository folder.

Note: Any user with “Yes” selected for Designated Admin, receives “Admin” permissions for Custom Reports by
default. All other users receive “Read Only” by default. Changes to these permissions would need to be made by a

Designated Admin in this screen.

Designated Admin Ho W

May Dalete |l‘|u Vl
May Add

Can Edit Plan IDs

Custom Reports Read Onl
Intermediate
Acdmin

9.4. Global Participant Search

Click “Global Participant Search” from the Compliance Menu under “Tools/Settings”.
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The Global Participant Search enables a user to search for a participant across all companies and plans within a user’s
company code. Then, with the click of a button the user can be directed to the plan in which the participant belongs.

Global Participant Search [ 3
Last Name: Search Last Namse
SSN: ® or Employee Number: O [111-11-1111 Search SSN/EN
RESULTS:
[EEL, FH1 {Upload History Test 1) ] | | Go to Plan
| Cose | |
Search Options

Inside Global Participant Search, the user has three search options: last name, social security number or employee
number. If searching by social security number or employee number the participant(s) who exactly match the number
entered will be listed in a drop-down box. That is, no partial searches are done for those two options. If you search by
last name, however, you can type in the entire last name or just part of and the search results will contain all
participants matching your entry.

Note: If the total participant count from all companies and plans combined is less than 100, only the drop down box will
appear. That is, there are no search options.

Selecting a participant/plan

Once you have entered your search criteria and pressed the search button, all participants matching that criteria will
be listed in the “Results” drop-down box. Click on the drop-down box to review the list of participants. The plan that
each participant is associated with is shown in parenthesis next to the participant name. To go to that plan, select the
participant and click “Go to Plan”.

Note: If divisions are used and a participant is located in a plan the user does not have accessibility rights to, the user
will be able to see that a participant is in that plan but will not be able to access the plan.

9.5. Conversion Uploads

Conversion Uploads are accessed from the Compliance Menu, under “Tools/Settings”.
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The options “Map DC Sources” and “DC Windows” are for upload of Datair participant information and end of year
balances. You first need to click “Map DC Sources” and enter the two digit codes for each Datair source according to
the appropriate ftwilliam source, indication where it should be mapped. Once you have done that you can click on “DC

Windows” and upload your Datair file.

The options “Create DER Template” and “Upload DER” are for importing data from Relius. You will first need to click
“Create DER Template”; this will open a Microsoft Excel spreadsheet formatted for entering data from the Relius
system. You can then downloaded your data and enter it into the spreadsheet and save the spreadsheet as a .csv file.

Next you would upload it using the “Upload DER” link.

Conwversion Uploads x |

*

Datair
Map Datair Sources
Datar Windows Upload

Relius
Create DER Template
Upload DER
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9.6. History Uploads

History Uploads are located under “Tools/Settings” from within the Compliance Menu.
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The History Upload options give users the ability to upload service, compensation, contribution and distribution
records from the inception of the plan to the current plan year. If you will be uploading the history records in the first

year the planis in the ftwilliam Admin, you will need to continue to use your conversion grid or a supplemental grid to

upload the cumulative years of service fields. Please note if the plan has multiple years in the ftwilliam system you may

upload the history records in the current year, remembering to include in the history file the data for any prior yearsin

the system.

 x

. History Uploads

&

Service
i
Compensation

Contribution
Destnbutions
oK |
Service History Upload

Click on the ‘Service’ link to access the ‘Service History Upload Menu’, where you may select a file to upload the service

history for all plan years up to the current plan year. There are four types of service history that can be uploaded here:

e A-Hire/Terminate
E - Eligibility Service

V - Vesting Service

B - Benefit (participation) Service

Service History Uplead Menu x

CAUTION: all Years history on or before this date will be deleted.
Must enter a year prior to current year. First row of file will be skipped.

sample Service File
Explanation of Service Upload Codes

weyl |

|. Cancel | Upload

Upload file name:

Latest year in file

A sample service history file can be downloaded to show the user how the data must be uploaded.



&) ServiceHistorySample.csv [Read-Only]

A | B | e 1] E £

1 PartiD Date Service Type Status Hours s Service
2 | 000-00-0128 712008 A Hire

3 | DO0-00-0128 12/31/2008 E ALL 1400 1
4 | 000-00-0128 12/31/2008 v ALL 1400 1
5 |DO0-00-0128 12/31/2008 B ALL 1400 1
& | 000-00-0128 10/30/2009 A Terminate

7 |D00-00-0128 12/31/2009 E ALL 1400 1
& | 000-00-0128 12/31/2009 v ALL 500 0
9 | DO0-00-0128 12/31/2009 B ALL 1400 1

To enter a hire/terminate record:

e Column A - Enter participant’s social security number

e Column B - Enter the date of hire or termination (in mm/dd/yyyy format)
e ColumnC - Enter ‘A’

e Column D - Enter ‘Hire’ or ‘Terminate’ as applicable

e Columns E and F - Leave Blank

To enter a eligibility/vesting/benefit history record:

e Column A - Enter participant’s social security number

e Column B - Enter the date (in mm/dd/yyyy format) of the applicable plan year end

e ColumnC - Enter ‘E’,"V’,or ‘B’

e Column D - Enter ‘All’ for all sources; ‘ED’ for elective deferral source; ‘MT’ for match source; and ‘NE’ for non-
elective source.

e Column E - Enter the hours earned during the applicable year.

e Column F - Enter the years of service earned during the applicable year.

So in the above example, participant 000-00-0128 was hired on 7/1/08. In 2008 she had 1400 hours and one year of
service of service for eligibility, vesting and participation. She terminated on 10/30/09; in 2009 she had 1400 hours
and one year of service of service for eligibility and participation, and 900 hours for vesting with no service.

Note: The history for multiple years should be uploaded in one history file. All history in year or prior to the year
entered will be deleted.

The service history will be updated with current year data when the Do Data Scrub task is done.

There is also a link to an ‘Explanation of Service Upload Codes’ for additional help.

Compensation History Upload

Click on the ‘Compensation’ link to access the ‘Compensation History Upload Menu’, where the user may select afile to

upload the compensation history for all plan years up to the current plan year.

Compensation History Upload Menu x

CAUTTON: &)l Years history on or before this date will be deleted.
Must enter a year prior to current year. First row of file wall be skpped.

Sample Comp File

Upload file name: | Browse...
Latest yaar In file 12[31,f|

| Cancel Upload



To enter a compensation record:

e Column A - Enter participant’s social security number
e Column B - Enter the date (in mm/dd/yyyy format) of the plan year end
e Column C - Enter gross compensation for the participant

Note: The history for multiple years should be uploaded in one history file. All history in year or prior to the year
entered will be deleted.

The compensation history will be updated with current year data when the Do Data Scrub task is done.

EI_] CompHistorySample.csv [Read-Only]
[ A B c
Part ID Yearend Gross Comp
000-00-0128  12/31/2009 100000
999-00-0127 12/31/2009 95000
000-00-0133  12/31/2009 90000
000-00-0132  12/31/2009 85000
000-00-0115  12/31/2009 20000
000-00-0128  12/31/2008 75000
999-00-0127 12/31/2008 70000
| 9 |000-00-0133  12/31/2008 65000
10 | 000-00-0132  12/31/2008 60000
[ 11 |000-00-0115  12/31/2008 55000
i 12 |000-00-0128  12/31/2007 50000
| 13 (999-00-0127 12/31/2007 45000
i 14 |000-00-0133  12/31/2007 40000
| 15 000-00-0132  12/31/2007 35000
| 16 |000-00-0115  12/31/2007 30000

17
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Contributions History Upload

Click on the ‘Contributions’ link to access the ‘Contributions History Upload Menu’, where the user may select a file to
upload the contributions history for all plan years up to the current plan year.

Contribution History Upload Menu x
CAUTION: &)1 Years history on or before this date will be deleted.
Must enber @ vear prioe Lo current year, First row of file will be skipped.

sample Contrib File

SourcelD: Description

401K: Elective Deferrals

ROTH: Roth Elective Deferrals
AFTERTAN: After Tax Contributions
MATCH: Matching Contribution

QAT Qualified Matching Contribution
QMEC: Qualified Nonelectve Contribubion
Ps: Profit Sharing Contribution

Upload file name: I Browse,..
Latest year In file 12431/

To enter a contribution record:

e Column A - Enter participant’s social security number

e Column B - Enter the date (in mm/dd/yyyy format) of the

e Column C - Enter applicable contribution amount for the participant

e Column D - Enter the applicable SourcelD (as shown in the Contributions History Upload Menu)



Note: The history for multiple years should be uploaded in one history file. All history in year or prior to the year
entered will be deleted.

The Contribution history will be updated with current year contributions when the contribution transactions are
posted and the user “Prints” any report in the Transaction Menu with the Statement Dates of the first and last day of
planyear.

& ContribHistorySample.csv

[4] a T c D
| 1 [PartID YearEnd Amount SourcelD
000-00-0128 12/31/2008 9000 401K
000-00-0128 12/31/2009 8500 401K
000-00-0132 12/31/2008 8000 401K
000-00-0132  12/31/2009 7500 401K
000-00-0133 12/31/2008 7000 401K
000-00-0133  12/31/2009 6500 401K
| 8 [000-00-0127 12/31/2008 6000 401K
| 9 |000-00-0127 12/31/2009 5500 401K

2
3
| 4
5
]
T

Distributions History Upload

Click on the ‘Distribution’ link to access the ‘Distribution History Upload Menu’, where the user may select a file to
upload the distribution history for all plan years up to the current plan year.

Distribution Histery Upload Menu x

CAUTTON: all Years history on or before this date will be deleted,
Must enter a year prior to current year. First row of file will be skipped.

Sample Dust File

SourceID: Description

401K; Elective Deferrals

ROTH: Roth Elective Deferrals
AFTERTAX: After Tax Contributions
MATCH: Matching Contribution

QMAC: Qualified Matching Contribution
QNEC: Qualified Nonelective Contribution
PS: Profit Sharing Contribution

Upload file name: I Browse... I
Latest year in fila 12/31/

Cancel | Upload

To enter a distribution record:

Column A - Enter participant’s social security number
Column B - Enter the date (in mm/dd/yyyy format) of the

Column C - Enter applicable contribution amount for the participant

Column D - Enter the applicable SourcelD (as shown in the Contributions History Upload Menu)

Note: The history for multiple years should be uploaded in one history file. All history in year or prior to the year
entered will be deleted.

The Distribution history will be updated with current year distributions when the distribution transactions are posted
and the user “Prints” any report in the Transaction Menu with the Statement Dates of the first and last day of plan year.



@ DistHistorySample.csv

W0 s BB W e

=
=

A
Part ID
000-00-0122
000-00-0128
000-00-0128
000-00-0128
000-00-0128
000-00-0128
000-00-0132
000-00-0132
000-00-0132

| B
Yearend
12/31/2008
12/31/2008
12/31/2008
12/31/2009
12/31/2009
12/31/2009
12/31/2008
12/31/2008
12312008

C D
Amount  SourcelD

-9000 401K
-8000 MATCH
-7000 PS
-9000 401K
-8000 MATCH
-7000 PS
-9000 401K
-8000 MATCH
-7000 PS

l



