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ABOUT THIS DOCUMENT

This document contains SunGard’s confidential or proprietary information. By accepting this document,
you agree that: (A)(1) if a pre-existing contract containing disclosure and use restrictions exists
between your company and SunGard, you and your company will use this information subject to the
terms of the pre-existing contract; or (2) if no such pre-existing contract exists, you and your Company
agree to protect this information and not reproduce or disclose the information in any way; and (B)
SunGard makes no warranties, express or implied, in this document, and SunGard shall not be liable for
damages of any kind arising out of use of this document.

© Copyright 2010 SunGard.
This may not be reproduced by any means without express permission. All rights reserved.
Trademark Information:

SunGard and the SunGard logo are trademarks or registered trademarks of SunGard Data Systems Inc.
or its subsidiaries in the U.S. and other countries. All other trade names are trademarks or registered
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377 East Butterfield Road, Suite 800, Lombard, IL, USA 60148.

DISCLAIMERS - SUNGARD

SunGard’s response is based upon assumptions and interpretations of the requirements as defined in the
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How to access DVW

There are 2 convenientways to access DVW from the Plan Summary Page.
1. SelectDeposit/Census (DVW)forthe Activity dropdown.
2. SelectSubmita Contribution fromthe | wantto... quick links.
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Select Client

1. Click on Client in client list. If you have access to only one Plan , you will be directed to the Work
Order Browse is the landing page upon login.

Amerltasﬁ

fulfilling life.

Client Select

Select a Defined Contribution Client

s

Training Plan 01

Training Plan 02
Training Plan 03
Training Plan 0:4
Training Plan 05
Training Plan 06
Training Plan 07
Training Plan 0&
Training Plan 0%

Training Plan 10

Showing 1 - 10 of 20 first | prev | next| last Page |1 of2 Go

View Browse Screen

2. Links to Screens.
3. Filters to search for a work order.
4. Status and Action Icons for work orders.
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Work Order Scenarios

Scenario One: Manually Populate a Work Order

In this scenario, we will manually populate a Work Order that has not already been set up for recurring
processing.
1. Click Create Work Order link.
2. Click Add a New Blank Work Order.
a. Enter information for new Work Order, and press the Create button.

Client Select Browse Work Orders Create Work Order Bank Information Reports

Client Select = Create Work Order > Add Work Order

Add Work Order
Client Name:
Client Wark Order Type Name: *
Description: Scenario One *
StartDate: 2912014 =] *
EndDate: 2152014 =] *
DueDate: 2152014 =] *
Frequency: ™ *
- Designates Required Field,
Back to Create a Work Order
3. Click Browse Work Order.
4. Click Begin Entry button.
Wiork Order Listing
Wack Ordar e sirghon Growp e Dote. = Frequency Frpa ey Statas Aot Ackany
Sepnacio One NSS! EOLLL TN Wieekly Tenining Mas 01 Payrol Manust Bew o0 SB=A

Showng 181 Brat|previned|met  Pape ot | Ge | /

5. Enter information on Common Data tab
a. Enterinvalid SSN to create critical error. **If you enter the correct SSN you will not receive
an error to correct. This scenario will show you what to do if you get an error**
b. Click Save button.

Enter Data
Common Data Address Dates Compliance Other Contributions Loans
Delete 55N Last Hame First Name Middle Initial Line 1 Address
* | | 1112223333 Doe John
[l 1234568789 Dos Jane

Validation Errors

Participant Validation Type Code Sewerity Message
Doe, John CRITICAL DVWO0213 | Fatal The S5N must be 9 numeric characters.
| Back | | Save | | Complete | | Cancel | Add Rows View Totals | | Change Entry Method

6



6. Review errors and
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correct data.

7. Enter information on Address tab.

ddress

Line 1 Address

Line 2 Address City State Zip

120 Osk Street i Alabama V 35242

1010 Willow Lane i Alabama hd 35242

- State v

8. Enter information on Dates tab.

pdoress  Dates

Date of Birth Date of Termination Date of Participation Date of Hire Rehire Date
o1/01/1280 [EH| =] 01012014 [F =
02/02/1578 [ = 0215/2014 [EF B
] iz & i
9. Enter information on Contributions tab.
Sl contributions
Employee Salary Reduction Employer Match ROTH Deferral Employee Voluntary
50 25 L] Li]
860 20 ] a
1] L] L] a
10. Click Save button.
11. Press View Totals button.
a. Press OK when finished.
View Totals
Review Totals
Please review the work order information displayed below.
Financial Summary | | Non-Financial Summary
Employee Salary Reduction $110.00 | | Participant Count 2
Employer Match $55.00 | | YTD Compensation $0.00
ROTH Deferral $0.00 | Hours of Service 0.00
Employee Voluntary $0.00
Total : $165.00
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12. Click Complete, and then Submit.
a. Expand Work Order heading for more information.

Work Order: Weakly 212014 Training Plan 01 Payrell —

Work Order: Weekly 2/115/2014 Training Plan 01 Payroll

Work Order ID: 1325 Start Date: 2/9/2014

Work Order Sequence: 1 End Date: 2152014

Work Order Type Description: Scenario One Due Date: 2115/2014
Participant Group(s): TRNOO1 Status: Awaiting Light Validation
Frequency: Weekly Amount: 3165.00

Generation Method: Manual

13. Click Browse Work Orders.
14. Click View and Approve Funding.

Source TRNOO01 TRHO01 Hon-Financial Summary|
|WorkOrder Total| Forfeiture Credit

Participant Count 2
Employee Salary Reduction $110.00 0.00 ¥TD Compensation $0.00
Empioyer Match 555.00 55,00/ | HoursofServiee  0.00
ROTH Deferral $0.00 0.00
Employee Voluntary $0.00 0.00
Loan Repayments $0.00
SUBTOTAL: S165.00 §55.00
TOTAL: $165.00
FORFEITURE CREDIT: $55.00
FUNDING TOTAL: $110.00
Bank Information
Bank Account: Bank of Oklahoma-ooccocoooxG445 [Defaut]

| Reject | ‘ Cancel | ‘ Approve ‘

a. Click Approve.
b. Go to Work Order Detail.
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Scenario Two: Populate With Recordkeeping Data

This option will add a spreadsheet of data pre-populated with data from the recordkeeping system.

1. Click Create Work Order and then Add a New Blank Work Order.

2. Click Begin Entry from Browse Work Order or Work Order Detail screen.

3. This client has been set up with a default entry method of Manual Data Entry. The entry method will
need to be changed Prepopulate. Click Change Entry Method button.

Fitter Data

Ftgr on |- Seect & Coumn - ~| [Searen | [esst

Enter Dats

Fo— e (N R
Daete am Lotk o  Firsifloms  Middie iniisl | Line 1 Asarwss cay e op
[ 5
- Sae -
Sisce - ~
furm ~
Slate ~
Slate |
St w
s 5
< >
Showing 1. 10.0f 10 Brut | pro land Page aft _f‘n: Rowe Per Page (Max Limd 40) 10 J’.;p? | NextBecord =5
| Back | | Sawe | [ complete | Cancel View Totals | | Change Entry Method -

4. Click Prepopulate with Recordkeeping Data.

Client Select Browse Work Orders Create Work Order Bank Information Reports

Client Select » Browse Work Orders = Work Order Detailz > Begin Entry

Work Order: Brweekly 10/15/2014 Amg 401(K) Retirement Plan Weekly Paramount

Populate an Existing Work Order

I would like to:
Kanually Populate Work Order
Populate Work Order via File Upload

Prepopulate With Recordkeeping Data
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5. Once this message appears, the system has begun loading data from the recordkeeping system.

Client Select Browse Work Orders Create Work Order Bank Information Reports.

Client Select = Browse Work Orders = Work Order Detaile » Cenfirmation

Confirmation
“our request has been successfully processed. We are in the process of retrigving the reguested data and will notify you when this information can be viewed online.

Click here to view the Work Order Detail screen.

Click here to view the Work Order Browse screen.

6. Go tothe Work Order Browse screen. The status for this Work Order will be in Loading. When it
changes to “InProcess” or “Errors Found”, the data has been loaded. For this scenario, the work
order status should be in Errors Found. Choose the Correct Errors button.

7. Update the Date of Hire field. Click the Save button.

Participant Validation Messages

# Field Original Value Current Value Validation Type Error Level Ack ? Error Description
=
192261538 192251538, NAME /
1 Dale of Hire 0473012007 0413012007 % [ LIGHT Error DVI00033 - The hire date is after the plan eniry date provided. Please enter a vald date.
Date of Participation 041011977 04101/1877
Showing10f1  first| prev|next|last  Page of 1

View All Participants | ‘ Move Exceptions | ‘ Move All Exceptions | ‘ Ignore Exceptions ‘ | Save |(—'_

8. Navigate to Edit Data screen.
9. Update the spreadsheet. Update Salary Reduction field and ER match field for first two

participants.

Enter Data
Commeaon Data
Delete 55N Last Name First Name  Middle Initial
| 168414249 162414248 MAME
| | 170283047 170283047 NAME
| 170283130 170282130 NAME

10. Press Complete when finished.
11. Note: Press Save if you would like to save your work before you are ready to press Complete.

10
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12. Review the summary screen, and press the Submit button to continue.

Summary

Please verify the information dizsplayed below. If it is correct, click Submit

Financial Summary | | Non-Financial Summary

Employee Salary Reduction  $100.00 | Participant Count 156

Employer Match $50.00 | ¥TD Compensation 50.00
ROTH Deferral 50.00 | Hours of Service 0.0
Employee Voluntary 50.00
Loan Repayments $1,830.87
Total : £1,980.87

| Back | | Submit | | Cancel |

13. If no errors are detected, the Work Order’s status will change to “AwaitingFundingApproval”. Press
View and Approve Funding.

14. Approve funding to continue.

15. If errors are detected, the Work Order’s status will change to Errors found. Correct the errors, then

select Submit and continue.

11
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Scenario Three: Populate Work Order via File Upload

This scenario will load data from an external file.

Click Create Work Order, and then Add a New Blank Work Order.

Click Begin Entry from Browse Work Order or Work Order Detail screen.
Select Change Entry Method button.

Choose Populate Work Order via File Upload.

pPwbdPE

Client Select Browse Work Orders Create Work Order Bank Information Reports

Client Select = Browse Work Orders = Work Order Details = Begin Entry

Work Order: Biweekly 100152014 Amg 401(K) Retirement Plan Weekly Paramount

Populate an Existing Work Order

| would like to:
Manualty Populate Work Order
Populate Waork Order via File Upload

Prepopulate With Recordkeeping Data

5. Browse to “TRN001” and press Upload button.

Client Select = Browse Work Orders = Work Order Detailz = Begin Entry = Upload File
Upload A File

Please select a file to upload for your Work Order.

Select a File: C\Users\janet.robinson\DocumentsWWordAme  Browse.. é—

| Cancel | | Upload Change Entry Method

6. Go to Work Order Browse screen.

Participant Validation Messages

Original Validation Error 2t
# Field Val Current Value Type 1 Ack ? Error Description

[=) 180az8822 150828822, wamE
1 Loan Payment 1 0 a HOST Error LN00125 — No loan records found

1Lnsn Payment Loan Amount ... o e

2 LIGHT ‘Warning DWVWO00577 — Loan Number 1 or Loan Payroll Id 1 must be populated and cannot be zero.

[=) 15a751090 158751020, NamE
CNO0011 - You have attempted to process a contribution for a participant that has a terminated status. Please contact your Ameritas Customer Service Rej

3 Date of Termination HOST ‘Warning

=] assistance.
4 Loan Payment 1 0 a HosT Error LNO0125 — No loan records found
1Lnan Payment Loan Amount .0 e
3 LIGHT Warning DVAWOSTT — Loan Number 1 or Loan Payrol Id 1 must be populated and cannot be zero.

Showing1-20f2  first|prev|next|last  Page DM

View All Participants ‘ | Maove Exceptions ‘ | Move All Exceptions ‘ Ignare Exceptions ‘ | Save |
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a. Initially, this new work order will be listed as “Loading” on the Work Order Browse screen.

Client Select > Browse Work Orders = Work Order Details

Waork Order Detail
Work Order ID: 13580 Start Date: 21152014
Work Order Sequence: 2 End Date: 2/21/2014
Work Order Type Description: Scenario Four Upload Due Date: 2/21/2014
Participant Group(s): TRNOO1 Status: Loading h
Frequency: Weekhy Amount: 50.00

Generation Method: Manual

Work Order Activity Status

Work Order Activity Name Activity Start Date Performer

Initiate Work Order 212812014 1:54:00 PM Robinzon, Janet (JRTEST)
Initiate Payroll 2/28/2014 1:54:04 P Rebinsen, Janet (JRTEST)
Work Order Entry 2/28/2014 1:55:00 PM Robinson, Janet (JRTEST)
Initiate Payroll 212812014 1:55:55 PM Robinzon, Janet (JRTEST)
Work Order Load 2/28/2014 1:59:15 PM MiA

b. Once the status for this file changes to “ErrorsFound”, click the Correct Errors button.

7. This work order has errors that we will move to an exception work order to research later.
8. Provide reason for moving to an exception work order and click OK.

Move Exceptions

Move Exception Reason: Research later x

Due Date: 3/1/2014 B

9. Click the Complete button.
10. Click Submit.

13
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11. View the Exception Work order. Since the due date is in the future, the Date To on the Browse.
screen will need to be changed to future date. Then select the Search button.

Client Select  Browse Work Orders  Create Work Order  Bank Information

Client Select » Browse Work Orders

Work Order Search

“Workorder Type- ™

Work Order Type:

~Ganeration Mathod -

Generation Method:

Work Order Listing

Wark Order Description Group Due Date.
upload TRNOO1 312014
TRHOO1 312014

Scenario Four Upload

Reports

Date From: 1/28/2014
Frssuency
~ Frequency Type
Weekly Training Plan 01 Payrol
Weekly Training Plen 01 Payrol

7]

[Buw=- ¥

Date To; 3112014 =) Status:
oo
Ty = i P
Exception In Process 844 721.22 TR 11X
Exceplion In Process 34472122 A= 11X

12. Select the View Data icon on the Exception Work Order. Notice only the two participants with errors

are in the work order.

Enter Data

Common Data
SSH
= 150628822 150628822 NAME D

LastName FirstName Middle Initial

* 158751080 158751090 NAME E

first | prev | next | last Page

Sho!
Asterisks

indicate

errors

Validation Type Code
150828822, NAME LIGHT

150628822, NAME HOST LNOD12S

Edit Data Wiews Totals

DVWO0S77 | Warning

Address

Line 1 Address

150628822 ADDRESS

158751090 ADDRESS
<

Severity  Message

Error Mo loan records found

NextRecord »>

Lean Number 1 or Loan Payroll Id 1 must be populated and cannot be zero.

14

City
Indiana

Line 2 Address

Marion Center

Validation messages show up
below spreadsheet data

State
Pennsy

Pennsyl
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Scenario Four: Add New Participants

1. After data from prepopulate, copy or upload has been loaded to DVW, new participants can be
added. Blank rows will be available on the last page of data.

2. Navigate to the last page of data by selecting the next link or by entering the last page number and
selecting the Go button.

Enter Data

Common Data Address Compliance
Delete 55N LastMame  FirstMame  Middle Initial . Line 1 Address 1

D 166093528 168093528 NAME 166093528 ADDRESS

I:l 170292675 170292875 NAME 170292875 ADDRESS

O 170283034 170293034 MNAME 170292034 ADDRESS

I:l 1704731898 170473198 NAME 170473198 ADDRESS

I:‘ 171554713 171554713 NAME 171554713 ADDRESS

D 178428151 178428151 NAME 178428151 ADDRESS

I:l 172410175 178410175 NAME 179410175 ADDRESS

I:‘ 179512628 179512828 NAME 179512628 ADDRESS

D 188228320 188229320 NAME 188229320 ADDRESS

I:l 11512317 191512317 NAME 191512317 ADDRESS

| ( ) £ ———
Showing 1-100f156  first| prev|next | Tast  Page 1 of 18 Rows Per Page (Max. Limit : 40) |10 Apply

| Back | | Save | | Complete | | Cancel | Add Rows | View Totals | | Change Entry Method |

3. Blank rows will be available for adding new participants.

Filter Data
Enter Data
— —

Delete ssi Lastliame  FirstHame  Middle Initial Line 1 Address Line 2 Address city State
] 205888572 NAME 205888572 ADDRESS Indians
1 208449562 | 208449582 NAME 208449582 ADDRESS INDIANA
| 208530800 | 208530800 NAME
| 210355849 | 210355849, NAME 210256849 ADDRESS. ALTOONA
| 211471314 | 211471312 NAME 211471314 ADDRESS Indians
| 276449187 | 278449187 NAME 276443187  ADDRESS STATE COLI

15
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4. Add data to the blank rows and then select the Save or Complete button. If more rows are needed,

select the Add Rows button.

Enter Data
Compliance Other | Contributions
O | 205988572 | 205886572 | NAME | [ 208986572 ADDRESS [ ]
| | 208449582| | 208440582 | NAME| | | | 208449582 ADDRESS 1
0 | 208530800 | 20850800 | nawE| | | |1 | L 1
O | 210355848 | 210355848 | NAME | | | 210355845 ADDRESS ]
O | 211471314 | 211471314 | NAME | | 311471314 ADDRESS| [ ]
O | 276448187 | 278443187 | NAME | [ 276449187 ADDRESS| L]
O | 112233445 | White | Robin | | | | [ 1]
0 | zozan3d | dones | Tl | || | [ 1]
0 | 454446048 Massey | John| | | | | [ ]
<

Showing 151-1560f 156 first|prev|next|last  Page 16 |

Go << PrevRecord

Scenario Five: View Banking Information

In this scenario, we will view the banking information on file. This information will be used when a client is
set up with the ACH debit method for funding.

1. Select Banking Information Link.

Tt aute 832 TRHOOT e

Training Pan 01 T1.Feb-3014 Weelty TRuas 201 sty Tesiving Plan 81 Puyrel Racurreg Ereoen Feund oS OR=00E A
Dary

Tranng Fan 91 Payree Maral Amatieg Fundng Agprev a0 AR=sS@ 0

2. View Banking information.

Client Select » Browse Banking Information

Bank Information Browse

TRHOO1 Bank of Dklahoma 222131546466445 s ﬁ
Showing 1071 fist] prev|next|last  Fage | \nn
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3. Note that some users will not be able to update banking via DVW. For these users the Edit link

under Action will be grayed out. Users with roles such as Plan Sponsor Master will be able to
update banking via DVW. Their Banking Information screen will look like this:

Client Select  Browse Work Orders  Create Work Order  Bank information  Reports.
Client Select > Browse Banking Information

Bank Information Browse

Plan Name Bank Name Account Number Account Type Action

TRNDO1 Bank of Okiahoma 222131346466445 5 —l—u_.* Edit
Showing 1 of 1 first | prev | next| last Page of 1

Scenario Six: Generate Report
In this scenario, we will generate a report from the DVW Sponsor Portal.

1. Select Reports Link.

Client Select Browse Work Orders Create Work Order Bank Information Reports

Client Select » Browse Work Orders

Work Order Search
Work Order Type: Wotkorder Typs - W Date From 1/26/2014 | Date To: 2/28/2014 =)
Generaton ietnos: Frequency: Grous:

Work Order Listing

Work Order Description Group Due Date ~ Frequency Type Method Status

Training Plan 01 21-Feb-2014 Weekly TRNOO1 2212014 Weekly Training Plan 01 Payroll Recurring Errors Found

Test auto add TRNOO1 212112014 Daily Training Plan 01 Payroll Manual Awaiting Funding Approval
Test upload TRNOO1 2120i2014 Daily Training Plan 01 Payroll Manual Errors Found

2119 Payroll TRNOO1 2N%2014 Weekly Training Plan 01 Payroll Manual Awatting Funding Approval

17



2. Select report and value report parameters.
Clignt Select = Browse Reports
Reports:

Select a report
WorkOrders Summary Report v

Date From :

Date From: 1/1/2014 &=

Date To:

Date To: 2282014 =)

Clients:

Select a Client

Selected Clients :
Training Plan 01

3. View report online. Report can also be downloaded into various formats.

Viewer: (WorkOrders Summary Report)

OMNI

Solutions for Retirement Services

DVW Sponsor Portal Workbook | Ameritas

Work Order Summary Report
Workorder Summary processed for the period from: 01/01/2014 to: 02/26/2014
Client WO Type WO F y Total Count On Time Late Avg Days Late
TRNOO1 PAYROLL Daily 2 6
TRNO0A PAYROLL Weekly 6 9
TRNOO1 PAYROLL Biweekly i 6

18
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Scenario Seven: Generate a Feedback File
In this scenario, we will generate a feedback file.

1. Select Create Work Order link.
2. Select Add a Blank New Work Order link.
3. Inthe Client Work Order Type Name field, select Feedback File.

Client Select = Create Work Order = Add Werk Order

Add Work Order
Client Name:
Client Work Order Type Mame: W *
FeedbackFils ="

Description: Training Plan 01 Payroll *
StartDate: 'E‘ *
EndDate: 'E‘ *
DueDate: 'E‘ *
Freguency: *

- Designates Required Field.

Back to Create a Work Order

4. Code Start and End date using 1/1/2013 to 12/31/2013 to pull data for this scenario. The start and
end dates are important and are used by the Recordkeeping to pull data from the Omni
environment.

5. Select the Create button.

6. Initially the work order will be in New status.

Scenario Eight Feedback File TANOOT 31412014 Annually FeedbackFie Wanual $0.00 B=
Upload TRHO01 31372014 Weekly Training Plan 01 Payroll WManual Errors Found $93,501.43 AP0 0
Upload TRHOO1 31302014 Weekly Training Pian 01 Payroll Manusl Awsating Posting $521.02 o [ o=

7. When the file from Omni has been received, the work order status will change to Complete and a
download icon will be available.

RN — e e g — i n e i

Scenario Eight Feedback Fie TRNOO! ndand Annualy FeedbaciFie anual Complete (—— 000 DE &‘—

Upoad O Y iy Traing A 01 Byl Vs Erors Fund WS TA=S0RR 0
Upload TRNOO! e Weekly Training Plan 01 Payrol fanual Awating Posting 5102 jDE@ ‘ .|

Shvig - 1012 ol Pl |of3 | G |

19
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8. Select the Download icon or the Download link. You will be presented with the page below.

Select the Generate File button.

Client Select > Browse Work Orders > Work Order Details > Feedback File

‘ Work Order: Annually 12/31/2013 FeedbackFile

Feedback File

“'ou are about to request the Feedback File for this Work Order. To continue with this request, please click the Generate File button below.

Generate File

9. After you select the Generate File button, you will receive this confirmation screen. Click on the
here link.

Client Select = Browse Work Orders = Work Order Details » Feedback File

Confirmation

Feedback File

“our reguest has been processed. Click here to open or save your file.

10. After you select the here link, you will be given an option to open or save the file. Click on the Open
button.

20
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11. A new window with an Excel spreadsheet will open with the data requested.

Home Insert Page Layout Formulas Data Review View Add-Ins
= & Calibri v 11 AN = = E] Fr S wrap Text General - iji‘ %
Pafte H;If:r:at Painter B 72 O0- H- 2 - A |EEE i; Eiﬁj Merge & Center - | § - % alasl Fcoornmdejtit%ngal' F?I'ranl:?: ?S S
Clipboard = Font = Alignment = Number = Styles
Al v £ | Plan
A B C D E F G H | J K L
1 |Plan RunDate RunTime Source Source Na Amount R¢ Deducted- Avail. Rese Net Contri Posted To Held In Reserve
2 TRNOO1 1/11/2013 1944 A EMPLOYEE 5,807.55 0 0 5,807.55 5,807.55 0
3 |TRNOO1 1/11/2013 1944 B ROTH DEFI 548.52 0 0 548.52 548.52 0
4 TRNDO1 **Total** 6,356.07 0 0 6,356.07 6,356.07 0
5 TRNOO1 1/25/2013 1939 A EMPLOYEE 6,056.88 0 0 6,056.88 6,056.88 0
6 |TRNOO1 1/25/2013 1939 B ROTH DEFI 49408 0 0 494 .08 494 .08 0
7 TRNOO1 **Total** 6,550.96 0 0 6,550.96 6,550.96 0
8 TRNOO1 2/8/2013 1957 A EMPLOYEE 5,516.56 0 0 5,516.56 5,516.56 0
9 |TRNOO1 2/8/2013 1957 B ROTH DEFI 519.65 0 0 519.65 519.65 0
0 0 0

e
=

TRNOO1  **Total** 6,036.21

6,036.21 6,036.21

21



DVW Sponsor Portal Workbook | Ameritas

Glossary

Create a Work Order - The Sponsor Portal user can create a work order to submit data for a non-recurring
event, such as a quarterly rollup match, or an annual profit-sharing contribution.

Data Validation Web DVW - is a payroll, employee maintenance, and census data submission tool which
increases the operational efficiency of administering retirement plans. DVW automates some of the more
inefficient and expensive bulk data processing tasks. This is accomplished through a customizable
processing system which employs easy-to-use web-based user interfaces and pre-defined processes to
streamline the data collection processes. DVW enables plan sponsors to submit, validate and correct any
issues found in contributions, loan payments, insurance premiums, census information, participant indicative
information or other administrative data online. DVW validates the data against rules and identifies data with
problems or inconsistencies. Payroll files submitted in good order may be consumed, processed and
posted to the recordkeeping system without any further Recordkeeper intervention. Files that do not meet
these standards generate email notifications for error correction.

Dates
Start Date — Beginning of the effective date range of your payroll cycle.
End Date — Ending of the effective date range of your payroll cycle.

Due Date — The date DVW sends the data to the host recordkeeping system for posting and trading
if financial transactions exist and funding has been approved by 1:00 pm ET the day before.

Days Prior to Due Date — The number of days prior to the Due Date a Work Order will be
generated and the client is notified a new Work Order exist.

Funding Days Prior to Due Date — The number of days prior to the Due Date funding needs to be
sent (wire or check) so the Work Order is applied on the Due Date.

DVW Administration Portal - allows administrative users to configure the DVW application at the
system/tenant and client levels. Within the DVW Administration Portal, the user can configure user
permissions, DVW light and host recordkeeping validation overrides, Work Order types and screens, clients,
client specific Work Order templates, and custom fields and status label overrides. The DVW Administration
Portal can be accessed by internal users only.

DVW Sponsor Portal - allows plan sponsor users and internal users to perform daily activities related to
data collection, validation, correction, and funding. Within this portal, authorized users can view historical
data submissions and make changes or corrections to open activities. This portal is sometimes also referred
to as the User Portal.

Work Order Browse screen allows users to track and manage their work orders by providing a view of all
permissible work orders at all stages of the process.

Work Order Detail screen provides additional information about, and actions for, each individual work
order, according to configuration and the individual user’'s permissions.

Delete Work Order functionality allows authorized users to delete Work Orders if necessary.

Initiate Files
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Manually Populate Work Order - The sponsor has the ability to enter data into various tabs and
fields configured for the screen. The Sponsor Portal user can create a work order to submit data for
a non-recurring event, such as a quarterly rollup match, or an annual profit-sharing contribution.

Populate Work Order via File Upload - Users may initiate data files by uploading a file to the DVW
application in a predefined format.

Prepopulate With Recordkeeping Data - Loads data into the Work Order by requesting a
download of eligible participants from the Recordkeeping system.

Validation History Browse - screen allows a user to access past host validation messages for a Work
Order by the date and time they were run. This functionality allows the users to track the history of errors
within the Work Order for the purposes of tracking issue resolution and user training needs.

Feedback File functionality provides the sponsor with information regarding changes to processed data that
will impact future incoming files and which may need to be communicated to the payroll vendor.

Bank Information screen provides the ability to view the banking information stored in the recordkeeping
system for a particular Client.

Reports

Work Order Type Summary Report - This report provides summary data for all Work Orders by
type processed.

Work Order Detail Report - This report provides data about Work Orders that are complete or in
process for a given date range. The report displays columns for Client, Work Order Description,
Work Order Type, Work Order Frequency, Initiation Method, Date Initiated, Due Date, Funding

Requested Date, Uploaded Date, Upload Duration, Financial Total and Current Status. Separate
subtotals are provided by Generation Method and by Status.

Submission Method Report - This report provides a summary of all files submitted by method and
work order association for the reporting period.

Late Work Order Report - This report provides a list of work orders that are past due or at risk for
becoming past due as of the reporting date.

Electronic Submission Exception Report - This report lists the files that could not be associated
to a work order. Once associated, the work order would not be listed on the report.

Common Host Validation Errors Report - This report lists the five most common host validation
errors that are generated in a given date range for a specified plan or plan group. The report will
detail the work order names and types that included the errors, along with the number of error
occurrences.
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Icon Descriptions

Available Actions lcon
Begin Entry/Edit Data

View Work Order Details

View Motifications
View Data

Reset

Correct Errors

Wiew Validation History

Wiew and Approve Funding
Download Work Order (Feedback Files only)
Delete Work Order

Reinstate Work Order

Feguest Extract (Census)

Hequest Export
Lpload File
Download Work Order File

2| %4 22D 1N

Additional Actions lcon
Font Increase/Decrease AA
Frint Options a

24



._._____Ameritas,%.

fulfilling life

DVW Sponsor Portal Workbook | Ameritas

Current Status What should | do next?

New =] Choose "Begin Entry" to process your contribution.
Loading The system is currently loading the requested data. Refresh

occasionally until the status changes.

Awaiting Light Validation

The system is currently validating the data provided. Refresh
occasionally until the status changes.

Awaiting Host Validation

The system is currently validating the data provided. Refresh
occasionally until the status changes.

In Process

e Go to "View Data" to review the data for each participant.
You cannot make any changes on this screen.

e Go to "Edit Data" to review and update the data for each
participant on the work order or add additional participants.

e Choose "Request Export" to download the participant data
into Excel.

Ready for Upload

X

tx

e Choose "Download Work Order File" to open the exported
file in Excel.

e Choose "Upload File" to import the edited data back into
DVW.

Errors Found

e Go to "Correct Errors" to see only the participants that have
errors and correct their data.

e Go to "Edit Data" to see the information for all participants;
the participants with errors are indicated by an asterisk.

Awaiting Funding Approval

Choose "View and Approve Funding" to review the totals and
submit the work order for funding via ACH or check.

Awaiting Posting

The system will process the payment that has been submitted.

If payment is made via ACH it will process overnight. If payment
is being made via check, please mail it for the amount of the
funding total.

Any status

Choose "Reset" to bring the work order back to a new state. If
you choose this option you will lose any progress made on the
task.

Completed

This work order is complete and no further action is required.
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