How-To Guide:
Annual Data Submission
Census Upload & Questionnaire
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Accessing The Portal:
Logging In

Accessing the DWC Portal

Step 1: Visit our website at www.dwc401k.com.
Step 2: Select “Client Login” from the “LOGIN” dropdown list.
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Logging In: Existing User

Step 1: Enter your username (which should be your email address) and password.
Step 2: Click the “Sign In” button.
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Logging In: New User

Step 1: Click “First time user?” at the bottom of the screen.
Step 2: Enter your email address in the box that appears and click the “Submit” button.
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Logging In: New User

Step 3: Check to see If the address entered matches the address DWC has on file.
If the address matches
You will receive an automated email from admin@plansponsorlink.com, providing you with a
temporary password and a link to log in to the system.
Note: Check your SPAM or junk email folder if you do not receive this email within a few minutes of clicking the “Submit” button.

If the address entered does not match
Please contact your consultant for assistance.
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Logging In: New User

Step 4: Use the temporary password to log in to the Portal.
Step 5: Once logged in, please click the user menu at the top right of the screen and select
“Change Password” to create your unique password for future use.
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Data Submission:
Online Questionnaire

Online Questionnaire

Step 1: To start the online questionnaire and data collection, click “Begin Task” on
the Year End Data Collection task.
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Online Questionnaire
Step 2: Complete each step listed across the screen.
Notes:
• Steps can be completed out of order, just be sure to save each step if you add/edit information.
• As you complete each step, click “Save” to move onto the next step.
• Steps 1-6 review company information including address, ownership, family relationships, related businesses, and plan contacts.
• Steps 7-8 include questions related to certain plan activity that must be reported on Form 5500.
• Simply follow the on-screen prompts to enter/update the requested information, and click “Save” on each screen to approve the data entered.
• Required information is denoted with an asterisk (*); please enter as much information as possible.
• Use the “Notes” button at the top left to add any pertinent information that does not fit in the fields provided.
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Online Questionnaire

Step 3: Be sure to include related businesses.
Important: Be sure to check the box for “Has Employees” if any related entity has employees; the default is unchecked, meaning the related entity has no employees.
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Online Questionnaire

Step 4: Add ownership information after related companies are added.
Notes:
• Owners must be added individually.
• Be sure the ownership totals 100%.
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Data Submission:
Employee Census

Employee Census
The best way to get the correct file setup and prior employee information is to export the starting census. If you submitted data electronically for
the prior year, the exported template will include employee names, dates of birth, and dates of hire for those previously reported and not
reported as terminated. Be sure to complete the current year information in this template and add new employees.

NOTES:
• The screen shown below does not have employees form a prior year.
• If you have already started your Excel file, please feel free to use the Secure File Transfer method (Option #1) to submit your initial census.
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Option 1: Secure File Transfer

Step 1: Access the “Secure File Transfer” tab at the top of the Portal once logged in.
Notes:
• You can view previously sent files as well as files sent to you.
• Click the “New Transfer” button to initiate a file transfer to your DWC Retirement Plan Consultant.
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Option 1: Secure File Transfer

Step 2: Select your consultant from the dropdown list, and locate the census file on your computer.
Click “Send,” and the intended recipient will receive a notification that a file has been uploaded.
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Option 1: Secure File Transfer
Step 3: Log into the Portal to review and save the census information submitted.
Notes:
• Review the Employees task and the information uploaded. Contact your consultant to correct any census errors before completing the Approval task.
• Proceed to the Approval task once the census is accurate and you have clicked “Save.”
• DWC will review the census data submitted via Secure File Transfer and contact you with any questions.
• DWC will upload the completed census to the Portal, and contact you to complete the review process online.
• Upon notification that the census is uploaded to the Portal, you must finalize the annual submission.
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Option 2: Census Upload

Step 1: Export the Excel census template and save the file to your computer.
Notes:
• Complete the Excel census template with your census data for the current plan year.
• The first tab of the exported census is labeled “Instructions,” and shows instructions and
definitions for completing the requested census data. This tab cannot be deleted or the census
import will not work.
• The second tab is labeled “Employees” and shows the order of the requested data. These
columns cannot be moved or deleted or the import will not work.

19

Option 2 Census Upload
Step 2: Import the census file located on your computer.
Notes:
• If you have logged out of the Portal, log back in and click “Begin Task” to return to the first incomplete task of the annual data collection.
• Once the census is imported and the screen shows the correct totals, you can click the “Save” button.
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Option 2 Census Upload
Step 3: Check for Validation Issues.
The system performs an initial review of the data to catch glaring issues. Below is a census imported with data issues as highlighted. If you see the highlighted
message, click the link to see the errors detected.

Validation Issues
• Errors must be corrected to proceed.
• Warnings should also be reviewed for accuracy, but
will not prevent you from submitting the census.
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Option 2 Census Upload
Correcting Errors
• You can edit your census spreadsheet and re-import the data. The data import will overwrite all census data previously submitted.
• Alternatively, you can manually edit each individual (or add an employee if needed).
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Approving and Submitting Data
Upon completing all questionnaire steps and importing or approving the imported census, you must
complete the final approval task.
If any prior step is not complete, you cannot submit the annual request and will see a red ‘X’ next to the step not yet completed.
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Approving and Submitting Data
Upon clicking “Sign and Submit”
A box will appear requesting the contact information for the individual
submitting the annual questionnaire and census.
Once you submit the contact information, you will return to your home
screen to view any other Active Tasks. Your consultant will receive the
submitted data and will contact you if any additional information is
required to complete your annual review.
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Frequently Asked
Questions

Frequently Asked Questions

Q:
I have started the online data
collection process, but cannot
finish it at this time. How do I get
back to the questionnaire and
census collection?

A:
If your data has not been completed in its entirety and
submitted, the task will remain active. You may log into the
Portal, and click “Begin Task” for the year’s Year End Data
Collection project. The website will return to the section on
which you left off (or have not completed and saved).

Frequently Asked Questions

Q:
On the questionnaire, the
system asks for Principals and
ownership and the Portal will not
accept the answer; why not?

A:
This question is required and the ownership must add up to
100%. You must ensure the total owners add up to 100%.

Frequently Asked Questions

Q:
I don’t have all of the information
requested for the other companies
owned (Company tab). The
webpage won’t let me save the
information without all of the data
(e.g. address, EIN). What do I do?

A:
It is best if we have the full information including ownership
of the outside entity(ies). However, if you do not have the
information at this time, use a generic EIN (e.g. 11-1111111)
and your company contact information (e.g. address).
Please add a Note (at the top right of the screen) if some
information is not accurate.

Frequently Asked Questions

A:
Q:
What are the minimum fields
required to upload the census?

The website requires that you have the following columns completed
in order to accept an upload of the data:
• First Name
• Last Name
• Social Security Number (with dashes)
• Date of Birth
• Date of Hire
While the website may accept a census file with these fields,
completed, your consultant will contact you for additional information
if required hours, compensation and contribution data is missing (as
applicable) or if we have questions related to the data submitted.

Frequently Asked Questions

Q:
Why and I getting an error when I
try to upload my census that shows
SSN as the column with an error?

A:
The system can only accept Social Security numbers that
either have dashes between the numbers or are saved as
text showing the leading zero (023-45-6789 or 023456789
rather than 23456789). If your file does not have dashes
and dropped leading zeros, please use the Secure File
Transfer option to send us the file; we can upload the file
from our end instead.

Frequently Asked Questions

A:
Q:
How can I see the data that I
submitted once I finish the
Approval step?

The image below shows that data has been submitted for
multiple years. You can see prior year data submitted if it
was done via web collection.
You can view an Excel report of the questionnaire answers
and census data by clicking “Report”.
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