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What You'll Learn Today

How to access How to complete
and use the the Year-End Data
Client Portal Collection task

How to track your
plan’s progress

What happens
after you submit
your data
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Navigating the Client Portal
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Accessing the Client Portal

Website: https://plansponsorlink.com/dwc/login
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Username*

D Remember My Username

Forgot Password?  First Time User?

Username: Your email address
Password: A password that is unique to you

First-Time or Trouble Logging In?

If this is your first time using the portal:

* Click First Time User?

* Enter your email address

* A temporary password will be sent to you
by email

If you have logged in before but forgot your
password:
* Click Forgot Password? to reset it

If you continue to have trouble accessing your
account, contact your dedicated Retirement
Plan Specialist (RPS) for assistance

JWC
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https://plansponsorlink.com/dwc/login

Client Portal Overview

My Active Tasks --+ Data Collection --# Secure File Exchange

@ My Active Tasks  Projects Data Collection Document  Secure File Exchange

A safe, encrypted way to
send and receive files with
our team

Year-End Data Collection or
General Web Collection
tasks you have submitted

Your landing page - tasks
or documents that need
your attention

My Active Tasks Yourlist of task items

¢ Projects = @ —oommmoooe- * Document
The statuses of your annual Plan documents, compliance reports,
administration projects government filings, other files our team

has delivered to you
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Secure Report Delivery

@ My Active Tasks  Projects  Data Collection Document  Secure File Exchange

My Active Tasks vourlist of task items

Name + Y Plan Name ¢ h e Active Date #Y

Testing & Contribution Report Universal Eligibility Demo 401(k) Plan 12/31/2025
Provides ADP/ACP test results (if applicable) and contribution calculations.

Download

1of 1 Records

suwnp) H
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Your compliance reports and filings
are delivered securely through the
Client Portal, not by email, to protect
sensitive data.

= You Wwill receive an e-mail when the
document is ready.

= (Click the Download button from
My Active Tasks to retrieve a copy.

= You can always find copies later
under Documents.
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Year End Data Collection
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Year-End Process Overview

The Year-End is completed entirely in the Client Portal.

Client Portal Internal Processing Client Portal

A ©
G =

_
fox

Complete the Year- Our team validates Track real time

End Data Collection and tests the data, progress and retrieve

task performs calculations, reports that outline
and prepares action steps

government filings




Year End Data Collection Task

DWC - The 401(k) Experts

My Active Tasks Yourlist of task items

Name +

Year End Data Collection 01/01/2025 to 12/31/2025

@ My Active Tasks  Projects Data Collection Document  Secure File Exchange

Y Plan Name ¥

Universal Eligibility Demo 401(k) Plan

ActiveDate ¥ Y

01/05/2026

!

1 of 1 Records

Welcome, Demo Client  §

suwned) g

51914

DWC - The 401(k) Experts

The Year-End Data Collection task contains
9 steps that guide you through everything we need
to complete your annual compliance work.

=  You can:
v Review and edit information

v" Add notes for our team
v' Upload supporting documents

= You may save and return at any time. Your work
is not lost if you exit before finishing.

=  Your information is not sent to us until you
complete the Sign and Submit step at the end.
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General: Company Contact Information

DWC - The 401(k) Experts Welcome, Demo Client E

@ My Active Tasks ~ Projects  Data Collection Document  Secure File Exchange

T T A T AT T A S T Confirm your company’s address and phone

. " i " = This information is used for your

e oo A et st ormaton e, | | | Form 5500 and other government filings.
= You must have:

then click Save to continue.

Addresses Contact Numbers +
- — - — v' At least one address
Mailing Address, Physical 555 Savings Lane, Suite 101, E Main Phone Number (888) BET-5309 ."
Address Mew York City, NY, 77777

v' At least one phone number

= You may add additional contact information
if needed.

= (Click Save to continue

L

DWC - The 401{k) Experts
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Company: Employer Company Data

DWC - The 40 l{k) Expe rts Welcome, Dema Client 3

@ My Active Tasks ~ Projects  Data Collection  Document  Secure File Exchange

Task Year End Data Collection 01/01/2025 to 12/31/2025 for Universal Eligibility Demo 401(k) Plan co nfi rm yo urcom pa ny's .
- @ @ O 60 ® © O =  Employer Identification Number (EIN)
= Plan Year End
conten = Entity Type
No Item Answer u NAICS COde

Step 2: Employer Company Data

Confirm or update your emplayer's company data. Make any necessary changes, then click Save to move | ] l

»

r—— Unbundiedpevo clent = Payroll Provider and payroll frequency
3 Pl 2 s - This information ensures your
o eniyyes ~ Form 5500 and compliance testing are prepared

Click here to search for your NAICS code. a CC u ra te Iyo

[ Payroll Provider Paylocity

]

DWC - The 401(k) Experts
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Principals: Owners & Officers

DWC - The 401(K) Experts ozt List all company owners and officers, even if an
@ whaie et i DunColectin_ Gocment el horg officer does not have ownership.

Task Year End Data Collection 01/01/2025 to 12/31/2025 for Universal Eligibility Demo 401(k) Plan u U S e t h e + b u tto n to a d d i n d ivi d u a | S .

A EN-Y R = Ownership must reflect the last day of the

Step 3: Principals o
Enter or updata the list of all owners and officers of your organization. Ensure total ownership equals 100%, then click Save. yea r a n d I ' l l I St tota I I 00 /o
.

Non-profitsiEnter your organization name as a single entry with No Title and 100% awnership.

Name ¥ SSN 7 Is Not Employee 5 Title 3 Officer 3 Ownership 3
Jane Doe P No President Yes 50.00% E ] EE

: This inf tion i ired for:
“ PP IS INTormation IS required 1or:

= Highly Compensated Employee (HCE) and
Key employee determination

= Non-discrimination testing

2 of 2 Records

C = Controlled group analysis
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Family: Family Members of Owners & Officers

Add any employed family members of owners
or officers, including:

= Spouses
Task ‘Year End Data Collection 01/01/2025 to 12,/31/2025 for Universal Eligibility Demo 401(k) Plan

w: @ ©® ® 0 0 6 6 60 60 06 = Biological or legally-adopted children

Company Principals Family onta

DWC - The 401”() Experts Welcome, Demo Client 3

@ My Active Tasks  Projects  DataCollection Document  Secure File Exchange

5500 Employees Appraval

ily Relationships |
(i Parents

Provide information for all family members of each awner and/ar officer, listed in the previous step, who are employed by the company. Once complete, click Save.

_— = e —— = Grandparents

Jane Doe o-en-E T8 Spouse John Do I i m
A

This information is required for:
= Highly Compensated Employee (HCE)
and Key employee determination

= Non-discrimination testing
s — = Controlled group analysis

JWC
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Businesses:

DWC - The 401(k) Experts

@ My Active Tasks ~ Projects  DataCollection  Document  Secure File Exchange

Task Year End Data Collection 01/01/2025 to 12/31/2025 for Universal Eligibility Demo 401(k) Plan

o @ @ @ @
General

Welcome, Deme Client  §

® ® o

|

Company Principals Family onta 5500 Employees Approval
Step 5: Other Businesses Owned
List any other businesses owned by the awners/officers, along with the owners of those businesses. After completing the information, click Save.
Name & EIN 3 Fhone 3 Date Purchased Or... ¥ Plan Sponsor 3 Entity Type ¥ Address § Employees
The Best Company, LLC 123456789 B3886TII05 01/01/2010 MNo Limited Liability 555 Savings Lange No
Company
<4 >

[ ]

1 of 1 Records

DWC - The 401{k) Experts

Other Businesses Owned

List any other companies in which owners, officers,
or their family members have an ownership interest.

You will be asked to provide:

= Business name and EIN

= Entity Type

= |f the company has any employees

= Whether the company sponsors a retirement plan

This information is used for:

= Controlled group analysis

= Affiliated service group analysis
= Coverage Testing

JWC
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Contacts

DWC - The 401(k) Experts Welcome, Demo Ci jent §

This screen shows your plan’s current
contacts and their security rights

@ My Active Tasks ~ Projects  DataCollection Document  Secure File Exchange

Task vear End Data Collection 01/01/2025 to 12/31,/2025 for Universal Eligibility Demo 401(k} Plan

- Q@ @ @ & & 0 6 & O o
eeeeeeeeee pany Principals Family Businesses Contact Plan 5500 Employess Approval I f yo u n eed to °
L]

Step 6: Contacts .
Review the contacts assoriated with your plan. To remave o replace a contact, use the Change Request button. To add a new contact, use the Add (+) button in the tap- :

right corner. After reviewing the list, click Save.

— — - - — = Add a new contact = click +

= Replace or remove a contact = use
Change Request

= To update an e-mail address, contact
& ' your dedicated Retirement Plan

2 of 2 Records

Specialist

4

4
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Plan: Annual Employer Questionnaire

This section includes questions about:

DWC - The 401“() EKPEI‘tS Welcome, Demo Client  §

= Business activity during the year
Employee demographics
Employer contributions

@ My Active Tasks ~ Projects  DataCollection  Document  Secure File Exchange

Task vear End Data Collection 01/01,/2025 to 12/31/2025 for Universal Eligibility Demo 401(k) Plan

w Q@ @ @ 0 0 0 0 & 6 6
General Businesses C ot Plan

Company Principals Family onta 5500 Employees Approval

Step 7: Annual Employer Questionnaire
Complete all questions in this section, ensuring that any item marked with an asterisk (") is answered. Click Save to continue. - PI ofo t to . t
e : an-SpPeECITIC testing requirements
1 Business Changes: Did your company have any major business changes this year (such as a merger, acquisition, sale, spin-off, EIN change -
or name change)? |

L e i Questions with the red * are required to be

3 Owner Family Interests: D rs or their family members have ownership in other businesses? -

and include each company’s ownership percentage, whether it has other a n S W e re d
.

4 Related Companies or Affiliates: Is your company connected to any other businesses through shared ownership or operations that have - *
nat been not been reported on the "Businesses’ tab as part of this submission.

If yes, please l

- Your responses ensure we perform the
=N correct testing and contribution calculations
for your plan

DWC - The 401K} Experts

JWC

THE EXPERTS




Plan: Annual Employer Questionnaire

Employer Nonelective (Profit Sharing) Requests

DWC - The 401(k) Experts

@ My Active Tasks  Projects  Data Collection Document  Secure File Exchange

Task YearEnd Data Collection 01/01/2025 to 12/31/2025 for Universal Eligibility Demo 401(k) Plan

w Q@ @ @ 0 0 6 0 o

General Company Principals Family Businesses Contact Plan 5500

4

Welcome, Demo Client  §

Step 7: Annual Employer Questionnaire
Complete all questions in this section, ensuring that any item marked with an asterisk (*) is answered. Click Save to continue.

No Item Answer

18. Contribution Scenario Request #1

Example: "5% of eligble compensation to all employees”

19. Contribution Scenario Request #2

Example: "$100,000 total budget allocated to maximize owner contributions (including safe
harbor match in total budget)"

20. Contribution Scenario Request #3

Example: "Maximize owners in the most cost-effective way possible"

L

DWC - The 4D1(k) Experts

You may request up to three contribution scenarios,
including details such as:

= Total contribution budget
= Allocation method
= Employees to target or exclude

Some requests may require additional testing or minimum
contributions to ensure the plan passes IRS rules.

Examples:

= Maximize John, Jane, and James. Minimum to all other
employees

=  $50,000 total budget, including safe harbor. Maximize the
owners

= 5% to all employees employed on the last day

JWC
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5500: 5500 Questionnaire

DWC - The 401(k) Experts Welcome, Demo Client  §

This section ensures your Form 5500

e P (U A BT e e o T ok (if a pp licable) is prepare d corre ctly,

- Q@ @ 0@ O e 0 O 0 6 © S ,
e A A el = Questions with the red * are required to

Step 8: 5500 Questionnaire
Complete all questions in this section, ensuring that any item marked with an asterisk {*) is answered. Click Save to continue. Your responses will be included on any required b e a n S W e re d
.

government filings (if applicable) for the plan year.

@ My Active Tasks ~ Projects  Data Collection  Document  Secure File Exchange

No Item Answer

.
L 5500 Signor: If your plan is required to file a Form 5500, wha will be the autharized company representative ta sign the filing? Please ] M | n W I | | n W r " N n m n f
provide the individual’s full name and e-mail address
. . .
2 Fidelity Bond Amount: What s the current coverage amount of the plan's fidelity bond? * th ese q u e Stl O n S | h I S I S n O rm a I
. L]

The required minimum fidelity bond coverage is 10% of plan assets at the start of the plan year, up to 2 maximum of $500,000.

Exclusions: Owner-anly plans and adopters of Pooled Employer Plans (PEFs) are not required to maintain a fidelity bond. if this applies
to your plan, please enter S0.

3 Fidelity Band - *Inflation Guard®: Did the plan's fidelity bond palicy for the plan year include an "inflation guard” provision that o o
automatically increases coverage as plan assets grow?

= Please review carefully and contact your
e s e - Retirement Plan Specialist should you

.
The Department of Labor (DOL) cutlines that for olans with fewer than 100 elieible oarticigagts_cophibutigns made within 7 business v | I a Ve a | I y q u e St I O I l S
:| .

DWC - The 401{k} Experts
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Employees: Employee Census

DWC - The 401(k) Experts Welcome, Demo client 3

@ MyActive Tasks ~ Projects  DataCollection  Document  Secure File Exchange | |

Task vear End Data Collection (01/01/2025 to 12/31/2025 for Universal Eligibility Demo 401(k) Plan

- @ Q@ & 0 0 06 06 o0 o0 &
5 o Principals ily i Contact Plan 5! pl proval

eeeeee l Company ncipal Famil Businesses ta 1l 500 Employees Apj 1
Step 9: Employee Census E
Enter or import employee census data for all employees who worked at least one hour during the year or received any compensation. Include full-year hours,
compensation, and contributions for every employee, regardless of plan participation or eligibility. This information is required for accurate ERISA testing and
500 reporting. .
Aty viewin, r dal e
SSN % First Name ¥ Last Name % Date of Birth %+ Original Date of Hire % Date of Separation &
= o
L
o
=
John i
4 >4 >
Recor
DWC - The 401(k) Experts

Your census must list everyone who
worked during the year, not just
participants or eligible employees.

Click View Summary under the
ellipsis More menu to confirm the
totals against your payroll system.

If data is missing, you can import a
new census file or enter it manually.

JWC
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Employees: Employee Census

Import Census Data by Exporting Template

Manually Key Employee Data

Weleome, Demo Client 3

DWC - The 401(k) Experts

Data Collection Document  Secure File Exchange

Add Employee
My Active Tasks  Projects
Task vearend Data ion 01/ o for Universal Eligibility
w: @ Q@ @ @ O O 0 0 ° ®
First Name *
General Company Principals Family Businesses Contact Plan 5500 Approval
Step 9: Employee Census
LastName Enter or import employee census data for all employees who warked at least ane hour during the year or received any compensation. Include full-year hours, +
compensation, and contributions for every employee, regardless of plan participation or eligibility. This information is required for accurate
Form 3500 reporting.
Date of Birth* After reviewing your data, click Save to continue. Copy Prior Year Census Data
____- Vi Summary -_
e Field Deseriptions
Original Date of Hire' 173455788 flane o1/01/1885 i ipti ; & m
~
o
3
123-45-6789 John Doe 01/01/1965 @
Date of Separation Delete All Employees ’ .
Date of Rehire
4 G L] »
20f2 Records

Job Classification

L

DWC - The 401(K) Experts
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Employees: Employee Census

The system automatically checks your
DWC - The 401(K) Experts census for:
(1) MyActiveTasks  Projects  DataCollection Do cure Flle Exchany u MlSS|ng data

Task Year End Data Collection 01/01/2025 to 12/31/2025 for Universal Eligibility Demo 401(k) Plan D t 1
= dla Issues

- Q@ @ & 0 06 6 o6 06 0 ©o
General Businesses Pl

Company Principals Family Contact an 5500 Employees Approval

Step 9: Employee Census .
Enter or impart empleyee census data for all employees who worked at least ane hour during the year or received any compensation. Include full-year hours, + :

compensal nd contributions for every employee, regardless of plan participation or eligibility. This information is required for accurate ERISA testing and

, You may save with warnings, but errors
must be corrected before submission.

A\ ssues have been detected in the employee census records. Click to view the issues

SSN § First Name % LastName ¥ Date of Birth % Original Date of Hire § Date of Separation 3
1/ 7115/ - m o
123-45-5788 Jane Doe 01/01/1965 07/15/2010 A C Wa r I S/ rr rS.
£ L]
E}
123-45-6789 John Doe 01/01/1965 07/15/2010 "

= Data not provided for a required field
‘ o = Date of separation is prior to current year

= = Deferrals, compensation, or hours are blank
= All employees have deferrals

JWC
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Approval: Approval & Census Submission

DWC - The 401(k) Experts

Welcome, Demo Client £

® MyActeTasks Projects DataCollaction  Document  SecureFile Exchange

Task Vear End Data Collection 01/01/2025 to 12/31/2025 for Universal Eligibility Demo 401(k) Plan

. @ Q@ @ @ @ 06 0 06 o O

General Company
10: Approval & Census Submission
General
Company
Principals
Family
Businesses
Contact
Plan
5500

Employees

v
000000000k

Principals

PLEASE READ CAREFULLY BEFORE SUBMITTING YOUR YEAR END DATA COLLECTION TASK

Your data is not submitted until you click
Businesses Contact Plan 5500 Employees Approval Si gn and Smeit.

»

Review all information carefully before submitting. The information provided will be used to complete required compliance testing and reporting for your

plan.

Upload any supporting documents, such as K-1s or Schedule Cs, in the Documents section. If there are any details our team sheuld be aware of while I \l | 9 Ste pS l I l u St S h OW a S CO I I I p | ete .

preparing your Annual ERISA Compliance Review (AECR), use the Notes section below to provide that context.

If you have questions or need assistance, contact your Retirement Plan Specialist.

Documents

Notes

Y
v

Mote %

- 8 = You may upload documents
T (K-1s, Schedule C, etc.) and add notes to help
our team review your information.

Mo Rows To Show

L]

DWC - The 401(k) Experts
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What Happens After You Submit

Data Collection Submission Complete

4 ' admin@plansponsoriink.com

To: @

EXTERNAL

Year End Data Collection Completed Successfully

Thank you for submitting your annual census and questionnaire. Qur team will begin reviewing your
information and will contact you within 5 - 7 business days. If additional information is required to
complete your testing and/or calculations, we will reach out directly.

To view real-time updates on compliance reporting and government filing status, please visit the
Projects tab on your Admin Portal.

Submitted on: 12/1%/2025
Submitted by: John Doe
Title: President
Phone Number: 5556894157
Email Address:

“~ Reply «* Forward

After submission, our team will:
= Reconcile your census to recordkeeper data
= Review all information for completeness

= Perform testing and contribution
calculations

= Delivery your compliance package and
Form 5500

You will receive email notifications as items are
completed.

JWC
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Additional Data Requests
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Additional Data Request

DWC - The 401(k) Experts Welcome, Demo Client
S ————————— If we need more information, you will receive
My Active Tasks vouistftsiers : an Additional Data Request in your
— Y runkame & Y ncteone £ T Client Portal.
Plan Audit Questionnaire Uni ‘.-ersall:lig'h'lily Dema 401(k} Plan 01/06/2026 - g
Missing Census Information Universal Eligibility Deme 401{k} Plan 01/06/2026 | ‘ E
Brokerage Statement Collection Universal Eligibility Dema 401(k} Plan 01/06/2026 I ] Z Common requests include:
m = Census/Recordkeeper Variance
= Missing Census Information
= Plan Audit Questionnaire
= Brokerage Statement Collection
= Form 5500 Filing Authorization

JWC
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How to Complete Additional Requests

DWC - The 401(K) Experts oneomocien Each request includes three steps:
@Mymmrasks Projects  DataCollection  Document  Secure File Exchange 1. Questionnaire
= |nstructions or questions
e Quegaln Colleglems @al o q
‘ 2. Collection Items

Step 1: Getting Started
This step may include questions needed te gather infermation or confirm details related to our request. Please review and answer all applicable questions to help ensure we

receive complete and accurate information. Once completed, click Save to continue. ] D OW n I Oa d a n d u p | Oa d d O C u m e n tS

No Item Answer

1 The census data you submitted is missing key information necessary for us to complete your annual compliance testing and 3 A rova I
contributions. °
.
= Submit back to our team

Task Missing Census Information for Universal Eligibility Demao 401 (k) Plan

Continue with the steps below to complete the Missing Information spreadsheet provided to you on the Collection Items screen.

&l s Click 'Save' and navigate to the Collection Items screen.
s Download and review the Missing Information Spreadsheet from Deliverable Items.

» Open the spreadsheet and review all of the tabs. Any cells highlighted in yellow indicate information that we still need from

Be sure to click Save at the bottom of each

= Complete all fields in yellow and save the updated file.

s Upload the completed Missing Information Spreadsheet under Collection Items and click "Save. S C re e n
.

» Click 'Sign and Submit’ on the final Approval screen.

All three steps must be completed for us to
[ o | continue your project.

DWC - The 401(k) Experts
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Project Status Tracking

EEEEEEEEEE




Tracking Your Plan’s Progress

@ My Active Tasks - Data Collection Document  Secure File Exchange

P I'Oj ects vour list of projects

PlanName % Y  ProjectName % Y  ProjectType ¥ Y PeriodStart ¥ Y  Periodénd % Y ProjectStart ¥ Y  Completed ¥ Y | Status % Y Status Updated + T
Universal Eligibility Demo 401(k) Plan Year End Compliance Annual Administration 01/01/2025 12/31/2025 01/05/2026 Census in Review 01/06/2026 | | o
g
e S
Universal Eligibility Demo 401(k) Plan Form 5500: Small Plan Annual Administration 01/01/2025 12/31/2025 01/05/2026 Pending Start of 01/06/2026 | | 3
Annual Report

You can view real-time project statuses in the Client Portal:
= Action Required - We need you to take action

= |n Process - Our team is working on your plan

= QC Review - Final quality review

= Completed - Delivered to you

JWC
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Year End Compliance Statuses

Testing &
Calculations In QC Review
Process

Annual Report
In Process

Action Required - Census in

Submit Census Review QC Review

2A

Action Required -
Data Discrepancy

2B

Action Required -
Missing Information

JWC
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Form 5500 Statuses

Action Required -
Pending Start of Action Required - QC Review Submit Audited QC Review
Annual Report Missing Information Financials (if applicable)
(if applicable)

Action Required -
Submit Electronic
Filing

JWC
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Key Deadlines

EEEEEEE




Year-End Compliance Overview

To ensure your plan stays compliant and avoids delays or penalties, please keep these key dates in mind:

Census & questionnaire submission deadlines

ADP Tested February 13
EACA ADP Tested May 22
Non-ADP Tested May 22

Recordkeeper refund processing deadlines

ADP Tested Generally 5 business days before refund deadline
EACA ADP Tested Generally 5 business days before refund deadline
Non ADP Tested Not applicable

ADP/ACP IRS refund deadlines

ADP Tested March 13*

EACA ADP Tested June 30

Form 5500 deadlines

Form 5500 filing deadline July 31 **
Form 5500 deadline to submit audited financials October 8
Form 5500 extended filing deadline October 15

*IRS deadline is Sunday, March 15, therefore refunds must be processed by Friday, March 13.

**We will automatically prepare an extension for any plans not filed by July 23.

JWC
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We're Here to Support You

Your Client Portal is designed to make year-end easier, clearer, and more secure.

Here's what to remember:

= My Active Tasks show what we need from you

= Projects show what we’re delivering
v Action Required means we are waiting on information
v' Completed means your deliverable is ready

Your dedicated Retirement Plan Specialist and the Resource Center are here to support you
at every step.

——— —— i — — i — — — — — — — — — — — — — — — — — — — —

Thank you for choosing us as your trusted TPA!

e e e e e e — — — — — — — — — — e e
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