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1. Manually add a payroll

Plan Summary Plan Administration Reports & Analysis
Click the Plan Administration tab. This

takes you to the Payroll section. Plan Name:
WEB TEAM WEB WIC PHASE | 2sof 10/06/2014

Plan ID: BRKTEST  Plan Type: 401K

Payroll Participants Withdrawals Fee Requests Financials Pl
. Payroll ADD NEW PAYROLL ~
Click Add New Payroll to select Manual. Y
Import :
= To: | # Held Pending ™

Payroll Amount:
@Al OFExact Amount$ O Amount Range From: § To: §

2. Select criteria S
L . . Participant
Select participant status and contribution @ Name Sts
types, such as elective deferral or R R s
match|ng' Select at least ane umuhuu!n_\ym: !
‘Contact your third-party administrator if you're unsure what to select.
P : R
- Note: Not sure what to select? You can view a : TS Discratianary Proft Shr
: . O . : O Matchin
- definition of each contribution type by hovering ' e w Discretionary employer contribution that
“ over the text with your cursor. (A dotted line | Reallocated Matchi M2y depend on the company's profits;
"indicates that a definition is available.) Or, contact Q Bt fueey b subject t versting:
: i ini ; s L Feliover ino Pl
- your third-party administrator for assistance. ; P ——
[ Reallocated Excess Match
) Trustee Transfer
) Safe Harbor Non-Elective
Vesting ltems
Change participant westing with these options. Contact your thisd-panty acdesnistrator if o ane unsure whether this section applies
e oo
| | Replace Plan Year Hours ! Roplace Plan Years
|| Replace Anniversary Year Hours ! Replace Anniversary Years
[ Add to Plan and Anniversary Hours O Add to Flan and Anniversary Years
I yaes cheans't knans whish apstiean you shesld wse, pleases conact your e leam
When finished, click Continue. | conminue |
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3. Update payroll, if necessary Adida New Bayroll

Choose a payroll date, and enter the 1
amount for each participant’s contribution

k ._:)Wim
type 2 Make your edits

Add/Remove Columns Sort By:| SSN + | Filter:| All

Note: The payroll date determines when money will
- be transferred if you're using a current or upcoming SSN Name Status
- date. (If you're using a date in the past, the money

: [ wo-xx-1234 T) Participant1, Plan Terminated
- will be transferred the following business day.) Select
H . . - -xx-1235 Participant2, Pl Acti
- a date in the future to set up a payment in advance. o IR . S
: Contributions for payrolls transmitted using the [wooexxc1236 8 Paticipants, Plan Terminated
current date: : [ rooe-xx-1237 T Participantd, Plan Active

- Before 4 p.m. (EST) will be transferred at st LR Ao

the close of the current business day. O oocxx-8745 §)  Hatter, Luy Aive
[ root-xx-8565 T) Hightree, Shelly Artive
© -After 4 p.m. (EST) or on a weekend or

holiday will be transferred at the close of

the next business day.
Enter your dollar amounts in the

y . Add a New Payroll MandHatp?
appropriate columns.
! Payroll Date: =3
« . . o o Payment Type: (3) AGH Check Wire
To add participants, click Add Participants 2) Maka youredits
to List. To remove participants from the ssiie ool 2] phenl
. . Printer-friendly verslon
payroll list, check the box next to their e o Fase 3
SOCial Security Number and C“Ck Delete xxAZ34 [ Fartsgpant?, Plan Terminpted 0,00
Selected Participants. cxxe1235 3 Psopand b A $000
woene-1234 03 Parsidgantd, Plan Terminated L0.00
To add a contribution type, click Add/ roax 237 8y Pridpant P saie 000
Remove Columns and make your o120 1) Pucpant Pl e 5000
selections. wocncB745 1) Hame, Ly A 000
nan-n-B565 U3 Heghiree, Shelly Pt 000
When finished, click Continue. moene 7854 3 e b e s000
Delete Selected Panicipants | Add Partlcipants to List

“Note: Click Save and Continue Later to complete this T =
“task at another time. Your payroll will be saved with an - I
taskat another time. Your payroll will be saved with an e coumue aren | |- conm |

- In Progress status.
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4. Fund payroll

Enter the funding amount to be withdrawn
via ACH from your bank account(s).

To offset any employer contributions using
forfeiture assets, enter the funding amount
in the Forfeiture Accounts section.

Check the dollar amounts to confirm that
the amount you need to fund matches the

amount you have funded.

When finished, click Continue.

5. Verify changes

Review the payroll information for

Add a New Payroll heed ike?
1
Yaou nead to fund Wouw have funded
0 £7.00
2 Bank Accounts
Fund your payroll using any combination of the bank accounts listed below,
2 Fund your payrsll  Plan Bank Account (* indicates the default) BRETEST Dastription: TEST ACCT
Reg 1 Reg2 Account Type: Account Number Number Funding Amount
“NEETEAM WIC TEST PLAN (hecking 002 5 7.00
Hasunts Tolale 100

Forfelture Accounts

T furd s ar all of your payrell using a borfuiture ffeeount, enter the funding smeauntls) bekw,

Imperant: Forfeitare scoaunts canmet be used to fund emplayee i s and Roah el Jeferals,

Forfeitune accounts {unbess they are invested in cash-equivalent inwestments) are subject to market fluctustions; therelore, the entire
balarse may not be svalable when your payrall is processed.

accuracy. To make any changes, click the
numbered step indicator for the section
you'd like to update.

- Note: You may need to re-enter some information

- when you go back to a prior step.

To receive an email notification when this
payroll is submitted, enter your email
address.

When finished, click Submit.

Affiliate/ AcourtMame Fund Kame Aezount Number hwallalile A
Vet Traem T an
[
Amaricae Fands ManayMarket *+ere o150 a2 0.00
Fundh?
Engliyee Maliing
Armericas funds MoneyMarker  *+++=15011 a1 0.00
Fungh2
et Totals: w0
You nwwd to fund o harew handied
57.00 5£7.00
CONTINUE
Add a New Payroll
1 Verify that the payroll information below is correct.
Caontributions for payrolls submitted after 4 p.m. {ET) will be transferred on the fol
2 Verify your payroll is accurate. If any changes are needed, click Back to edit your
Payroll Date: 11/19/2014 Payment Type: ACH
2 Contributions
Contribution Type
4 Verify and submit
your changes Elective Deferral

Discretionary/Profit Shr

Matching

Reallocated Discretionary

Vesting ltems

Plan Hours
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6. Confirmation of success

AMERICAN FUNDS®

You will see a confirmation page stating
that your payroll has been submitted.

Your payroll has been su

ceessfully submitted.
111972014,

*J Printor-friendly version

Plan Nama:
Plan ID:
Payment Typa:
Payroll Date:

WEB TEAM WEB WIC PHASE |

BaaTee A
I Bateh Numbses: sz01474

BRETEST
ACH
11192014

To see the status, note the batch number:
then close the confirmation page. Find
this payroll in your payroll list using the
batch number, and look in the Status
column.

You can copy this payroll for future
payrolls and bypass these steps. To do
this, find this payroll in your payroll list,
then click Actions to choose Copy.

Contributions
Contribution Type

- [Elective Dofenra

Discretionany/Prafit She

Matching

- Reslocated Discratisnary

Payrall Totale:
Vesting ltems
Flan Hours

Repiace Plan Year Hours
Replace Annheorsary Yoar Hours

Submission Date:
Submissbon Time:

10/08/2014
0132:34 PMCT

Total
$0.00
$5.00

50,00
57.00

Total
0.00

Bank Accounts

Plan Bank Account (* indicases the default) BRKTEST

Regt
*"WEB TEAM WIC TEST
FLAN

Reg?2

Actount Type

Checiing

0.00

[Description: TEST ACCT
Aceount Number Routing Mumber Funding Amaunt
1210.0024.-8 57.00

Bank Arcount Totais: $7.00

For additional assistance, please go to the Contact Us section of the website.
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