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Meeting 



Agenda 
Reminders for year end 
Guest speaker  - demo on using the Portal 

for admin.  
Other portal features  
Global email settings  
New releases 
Any other topics/ideas? 
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Reminders for year end 
 2013 Enhancement – new option on Census 

Upload Screen 
 For year 2 & later copy the following fields from 

prior year OR Upload with census  
 Ownership percentage 
 Family code 
 Family relationship 
 Officer status 
 New comparability group code 
 Employee class 
 Employee class other 
 Employee type 
 

 The System default is Yes copy from Prior Year 
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Reminders for year end 
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Reminders for year end 
Preparation – 2012 Plan Year End  
Make sure 2012 is clean & complete  
 Scrub is run 
 Top heavy test is run 

Add ending balance batch on 
transaction menu and post.  
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Reminders for year end 
 Preparation – 2013 Plan Year End  
 Add beginning balance batch on 

transaction menu and post 
 Second and subsequent years should not 

need to  use overrides for elig/svc/HCE/key 
 If using EE# instead of SS# the EE# must be 

consistent from year to year.  
 If uploading an employer contribution 

remember to set overrides in Allocation 
Parameters before running the Data Scrub. 
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Demo on using the Portal 
 Jennifer Jernigan, Plan Tech LLP 
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Other ways to Access the Portal 
 ‘Review Docs’ link on main Admin menu 

takes you to a screen where you can upload 
a census file or client questionnaire 
 Paper or online questionnaire options 

 Batch features available 
 Recent enhancements offer easier options 

for transmitting data 
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Review Docs Screen 
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Online Annual Questionnaire 
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Global Email Settings 
 Accessed via Admin Menu/Portal 

Settings/Global Email Settings 
 Need to be a designated ‘Admin’ to 

make changes 
 Can set portal related emails to be sent 

from your own email program, or a 
generic email address 
 Email sending method is ‘Specify a Server‘ 

for generic 
 Required to use batch features  
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Options for Email Content 
 Users may edit the content of the default 

email messages 
 Different default messages for census request 

and annual questionnaire 
  Used for either email option (Specify a Server 

or Preparer’s Email Program) 
 May also edit the email templates – i.e. across 

all plans 
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Software Enhancements 
Melissa Howard 
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Software Enhancements 
 Online Annual Questionnaire – Required 

Questions 
 Push census from upload to final 
 Edit census on Portal  
 Aggregate non-ftw plans with ftw plans 
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Online Annual Questionnaire 
Required Questions 
 Check ‘Req’ box to make a question as required to 

be completed prior to submission. 
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Push the Census from Upload 
to Final 
 Click ‘Make Final’ to make the approved 

uploaded document final. 
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Edit the Census on the Portal 
 Gives portal users the ability to edit the 

census worksheet online. 
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Aggregate non-Ft. William (non-
ftw) with Ft. William (ftw) plans 
Combine non-ftwilliam.com (non-ftw) 
summary testing data with plans in 
ftwilliam.com (FTW) by entering the 
applicable non-ftw data in either: 

 Combined Test Parameters page and/or  
 ADP/ACP Test Parameters screen.  

Amounts entered can be aggregated with 
the amounts in the current plan for 410b, 
deduction and ADP/ACP testing.  
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Aggregation Settings and 
Combined test 
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Aggregation for ADP/ACP test 
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Open Forum 
Next meeting – Tuesday, January 7, 

2014 
 Ideas for future agenda items: 
Questions, thoughts, suggestions….. 
Thank you for attending 
Happy holidays to all our customers! 
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