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What You’ll Learn Today

How to access and use the Admin Portal

How to complete 
the Year-End Data 

Collection task

What happens 
after you submit 

your data

How to track your 
plan’s progress

How to access 
and use the 
Client Portal



Navigating the Client Portal



Accessing the Client Portal
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

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

https://plansponsorlink.com/dwc/login


Client Portal Overview

My Active Tasks
Your landing page – tasks 
or documents that need 
your attention

Projects
The statuses of your annual 
administration projects

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

Document
Plan documents, compliance reports, 
government filings, other files our team 
has delivered to you

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



Secure Report Delivery

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

 You will 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.



Year End Data Collection



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

Complete the Year-
End Data Collection 
task

Our team validates 
and tests the data, 
performs calculations, 
and prepares 
government filings

Track real time 
progress and retrieve 
reports that outline 
action steps

Client PortalInternal ProcessingClient Portal



Year End Data Collection Task

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

 You can:
 Review and edit information
 Add notes for our team
 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.



Confirm your company’s address and phone 
number.
 This information is used for your 

Form 5500 and other government filings.
 You must have:
 At least one address
 At least one phone number

 You may add additional contact information 
if needed.

 Click Save to continue

General: Company Contact Information



Confirm your company’s:
 Employer Identification Number (EIN)
 Plan Year End
 Entity Type
 NAICS Code
 Payroll Provider and payroll frequency

This information ensures your 
Form 5500 and compliance testing are prepared 
accurately.

Company: Employer Company Data



List all company owners and officers, even if an 
officer does not have ownership.
 Use the + button to add individuals.
 Ownership must reflect the last day of the 

year and must total 100%.

This information is required for:
 Highly Compensated Employee (HCE) and 

Key employee determination
 Non-discrimination testing
 Controlled group analysis 

Principals: Owners & Officers 



Family: Family Members of Owners & Officers 

Add any employed family members of owners 
or officers, including:
 Spouses
 Biological or legally-adopted children
 Parents
 Grandparents

This information is required for:
 Highly Compensated Employee (HCE) 

and Key employee determination
 Non-discrimination testing
 Controlled group analysis 



Businesses: 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
 If 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



Contacts

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

If you need to:

 Add a new contact → click +
 Replace or remove a contact → use 

Change Request
 To update an e-mail address, contact 

your dedicated Retirement Plan 
Specialist



Plan: Annual Employer Questionnaire
This section includes questions about:

 Business activity during the year
 Employee demographics
 Employer contributions
 Plan-specific testing requirements

Questions with the red * are required to be 
answered.

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



Plan: Annual Employer Questionnaire
Employer Nonelective (Profit Sharing) Requests

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



5500: 5500 Questionnaire

This section ensures your Form 5500
(if applicable) is prepared correctly.

 Questions with the red * are required to 
be answered. 

 Most plans will answer “No” to many of 
these questions. This is normal.

 Please review carefully and contact your 
Retirement Plan Specialist should you 
have any questions.



Employees: Employee Census

 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.



Employees: Employee Census
Manually Key Employee Data Import Census Data by Exporting Template



Employees: Employee Census
The system automatically checks your 
census for:
 Missing data
 Data issues

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

Common warnings/errors:
 Data not provided for a required field
 Date of separation is prior to current year
 Deferrals, compensation, or hours are blank
 All employees have deferrals



Approval: Approval & Census Submission

Your data is not submitted until you click 
Sign and Submit.

All 9 steps must show as complete.

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



What Happens After You Submit

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.



Additional Data Requests



Additional Data Request

If we need more information, you will receive 
an Additional Data Request in your 
Client Portal.

Common requests include:
 Census/Recordkeeper Variance
 Missing Census Information
 Plan Audit Questionnaire
 Brokerage Statement Collection
 Form 5500 Filing Authorization



How to Complete Additional Requests

Each request includes three steps:
1. Questionnaire
 Instructions or questions

2. Collection Items
 Download and upload documents

3. Approval
 Submit back to our team

Be sure to click Save at the bottom of each 
screen.

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



Project Status Tracking



You can view real-time project statuses in the Client Portal:
 Action Required – We need you to take action
 In Process – Our team is working on your plan
 QC Review – Final quality review
 Completed – Delivered to you

Tracking Your Plan’s Progress



Year End Compliance Statuses

1

Action Required –
Submit Census​

Census in 
Review​

Testing & 
Calculations In 

Process
QC Review Annual Report 

In Process​ QC Review Completed​

2 3 4 5 6 7

2A
Action Required –
Data Discrepancy​

2B
Action Required –

Missing Information​



Form 5500 Statuses

1

Pending Start of 
Annual Report

Action Required –
Missing Information​ QC Review​

Action Required –
Submit Audited 

Financials​ 
(if applicable)

QC Review​ 
(if applicable)

Action Required –
Submit Electronic 

Filing​
Completed​

2 3 4 5 6 7



Key Deadlines



Year-End Compliance Overview
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.

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



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
 Action Required means we are waiting on information
 Completed means your deliverable is ready

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

Thank you for choosing us as your trusted TPA!
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