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Introduction

Overview

Voya PayCloud is an easy-to-use remittance processing tool available through Sponsor Web
Applications. This electronic payroll interface automatically reconciles the data you provide to your
record keeper with its record keeping system, giving you complete control over payroll processing
accuracy.

Depending on our plan settings, you'll use Voya PayCloud to submit and fund payroll contributions,
and/or loan repayments and if applicable, enroll eligible participants and update participant demographic
data. Voya PayCloud has built-in edit functionality to ensure that accurate and valid data is received.
Some functions shown may not be available depending on your plan’s setup. If you have any questions,
please contact your Account Manager.

Features
Voya PayCloud is easy to use with clearly labeled pages. Voya PayCloud enables you to perform the following
functions:
e Paperless (electronic) transactions
e Send payroll contributions and loan repayments. Refer to the Contributions Section & Loan
e Repayment Section
e Enroll new participants into the plan (if applicable) or add demographic data for those participants
who will enroll in the future (if applicable). Refer to the Add/Enroll Section
e Update demographic data for enrolled participants. Refer to Participant Update Section o
Provide payroll funding via the Automated Clearing House (ACH). Refer to the Banking
Information o Section for additional detail

For more information, see System Security Overview

Hints and Tips

Do NOT use the BACKSPACE key on your keyboard to navigate through the entry fields on Voya
PayCloud screens; it will cause you to lose all the data you have entered by returning to the previous
screen without saving. Instead, use your mouse or arrow keys to move around the screen.

Similarly, do NOT use the BACK button @ in your browser. Use the internal navigation buttons in the system to
return to the last screen.

Hours of Availability
Voya PayCloud is available during the hours posted on your plan’s Welcome page. Scheduled maintenance may
interrupt accessibility.

Gaining Access to Voya PayCloud
To access Voya PayCloud, you are required to complete a Sponsor Web Activation Request form. Contact your
Plan Manager for more details.

You can only access clients and divisions for which you have permission. This may affect file uploads, as
any participants in divisions not permitted will appear as errors. Please contact your Plan Manager for
questions regarding division access.

To deactivate a user ID and password, please contact your Plan Manager. Since Voya PayCloud allows you to
access sensitive data, it is important to notify your record keeper immediately if a user ID should be terminated.
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For more information, see System Security Overview

Home

Overview

The Home screen is the entry screen of the Voya PayCloud application and provides a navigation tile for
each function of the Voya PayCloud application. Tiles are displayed based on the plan settings. You can
select an operation from the tiles shown and navigate to the respective page. You may return to the Home
screen from any section within Voya PayCloud by clicking Voya PayCloud link on the top left corner of the

screen. Information regarding the availability hours of the Voya PayCloud system is displayed at the bottom
of the screen.

Home screen
VOVYA.

Voya PayCloud Help | Exit

Voya PayCloud Home

551213 - ABC INDUSTRIES  change Plan

Select an operation from the tiles shown below

(2] o)
=f3 =
] ———
Add/Enroll Participant Update Batch Participant Update
Add/Enroll participant View/Update participant

Update multiple participants.
information

~ = A

Contributions Pending/Submitted Batches Loan Repayment

Process contributions to accounts Review batch information Process loan repayments

- 00 ==

Contributions/Loan Repayment

Bank Information File Upload
Process a file with contributions.

and/or loan repayment data

Add or update assigned bank Submit a file with contributions

and/or loan repayment data

g
F—

Transaction History

View all the files submitted

The Voya PayCloud will be available during these hours:
Monday through Friday from 7:00 AM - 7:30 PM EST
Saturday from 6:00 AM - 12:00 AM EST

Sunday from 12:00 PM - 7:00 AM Monday EST

Insurance products, annuities and funding agreements are issued by Voya Retirement Insurance and Annuity Company ("VRIAC"), Windsor,
CT. VRIAC is solely responsible for its own financial condition and contractual obligations. Plan administrative services provided by VRIAC
or Voya Institutional Plan Services LLC ("VIPS"). VIPS does not engage in the sale or solicitation of securities. All companies are members of
the Voya family of companies. Securities distributed by Voya Financial Partners LLC (member SIPC) or third parties with which it has a
selling agreement. All products and services may not be available in all states.

All companies are members of the Voya family of companies.

© 2022 Voya Insutun an Services. LLC. All Rights Reserved

Voya and Voya logo ar ademarks of Voya Services Company.

Click here for supported browsers

Screen Options

» Click Change Plan to go to the Plan Selection screen to select a different plan (if applicable)
* Click Add/Enroll to go to the Add/Enroll Participant screens for enrolling participants into the plan

Click Participant Update to go to the Search Participant screen to search for a participant and perform an

PLAN | INVEST | PROTECT
FINANCIAL
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» Click Batch Participant Update to go to the Participant Update screen for making Participant Updates

« Click Contributions to go to the Contributions screens for processing contributions to accounts

* Click Pending/Submitted Batches to go to the Pending/Submitted Batches screen for reviewing batch
information.

» Click Loan Repayment to go to the Loan Repayment screens for processing loan repayments

* Click Contributions/Loan Repayment File Processing to go to the Contributions/Loan Repayment
screens for processing a file with Contributions and/or Loan Repayment data

* Click Bank Information to go to the Bank Information screen for adding or updating the assigned bank
» Click File Upload to go to the File Upload screens for importing files for processing

* Click Transaction History to go to the Transaction History screen for reviewing batch, file upload and online
information.

IE Note: The Change Plan link displays only if the user has access to more than one plan within Voya
PayCloud.

Help
To view Help information about the screen, click Help in the upper-right corner of the screen. This will open the
Help contents in a new window.

Logging Off

To log out of Voya PayCloud, click Exit in the upper-right corner of the screen. This displays the below
screen stating a successful logout of Voya PayCloud. The Sponsor Web Home page will still be open in
the first window. Other applications can be accessed at this point, or you can log out from the Sponsor
Web application.

VOYA

Voya PayCloud

|Voya PayCloud Log Out Successful

© 2022 Voya Institutional Plan Services, LLC. All Rights Reserved.
Voya and Voya logo are registered trademarks of Voya Services Company.

Click here for supported browsers
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Plan Selection

Overview

The Plan Selection screen provides a list of plans and a list of HUB plans if applicable. If either plan list
contains more than 25 plans, you will be provided a list of plans for which you have access. If you have
access to more than one plan, you can click on or search for the plan you need to submit for

Plan Selection Screen

VOYA

.
o Voya PayCloud
ya Pay Help | B
List of Plans
Search by: | Plan Number A ‘ ‘ Search Q ‘
Plan Number - Plan Name -
852501 Test plan -
857B0S SOLUTION PORTFOLIO
565985 401K PLAN X
55X100 Corp Bonus Plan w AT
81A098 GERDES WHOLESALE & v

110100 of 7,904 [1<][ ¢ | Page 10f 80 (2] (31)
List of Hub Plans

Search by: | HubID h ‘ ‘ Search Q |
HubID Hub Name -
HUBL1 BlackBox Hub Hub =
HUB_2 Indiana Hub
HUB_3 lowa Group Hub

HUB_4 3 Source Hub
HUB_5 Black Box Hub Group
HUB_56 TEST
HUB_57 _ test551214 o
110100 of 251 [1€][_¢ ] Page 10of 3 (3] 1)
The Voya PayCloud will be available during these hours:
Monday through Friday from 7.00 AM - 7.30 PM EST
Saturday from 6:00 AM - 12:00 AM EST
Sunday from 12:00 PM - 7:00 AM Monday EST

Insurance products, annuities and funding agreements are issued by Voya Retirement Insurance and Annuity Company ("VRIAC"), Windsor, CT. VRIAC is solely responsible
for its own financial condition and contractual obligations. Plan administrative services provided by VRIAC or Voya Institutional Plan Services LLC {"VIPS"). VIPS does not
engage In the sale or solicitation of securities. All companies are members of the Voya family of companies. Securities distributed by Voya Financial Partners LLC (member
SIPC) or third parties with which 1t has a selling agreement. All products and services may not be available in all states.

All companies are members of the Voya family of companies.

© 2022 Voya Institutional Plan Services. LLC. All Rights Reserved.

Voya and Voya logo are registered trademarks of Vioya Services Company.

Click here for supported browsers
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Add/Enroll

Overview

You can use the Add/Enroll section of Voya PayCloud to enroll new participants into the plan, if applicable.
You can also use Add/Enroll to add indicative data for new participants who enroll in the future. The
Enroliment screens contain data entry fields into which you will enter participant data. If you fail to update a
necessary field, the system will prompt you to return to the screen and enter the appropriate data. Click
Add/Enroll tile on Home screen to navigate to the Add/Enroll participant pages.

Home screen

\/O\//:\ Voya PayCloud

Help | Exit
Voya PayCloud Home

551213 - ABC INDUSTRIES  change Plan

Select an operation from the tiles shown below

0 TP
+ = A
= S5
Add/Enroll Participant Update Batch Participant Update
Add/Enroll participant View/Update participant

Update multiple participants.
information

(5 E «7

Contributions Pending/Submitted Batches Loan Repayment
Process contributions to accounts Review batch information Process loan repayments

& 00 3

Contributions/Loan Repayment

Bank Information File Upload
Process a file with contributions Add or update assigned bank Submit a file with contributions
and/or loan repayment data

and/or loan repayment data

§n
.'$

Transaction History

View all the files submitted

The Voya PayCloud will be available during these hours:
Monday through Friday from 7:00 AM - 7:30 PM EST
Saturday from 6:00 AM - 12:00 AM EST

Sunday from 12:00 PM - 7:00 AM Monday EST

Insurance products, annuities and funding agreements are issued by Voya Retirement Insurance and Annuity Company ("VRIAC"), Windsor,
CT. VRIAC is solely responsible for its own financial condition and contractual obligations. Plan administrative services provided by VRIAC
or Voya Institutional Plan Services LLC ("VIPS"). VIPS does not engage in the sale or solicitation of securities. All companies are members of

the Voya family of companies. Securities distributed by Voya Financial Partners LLC (member SIPC) or third parties with which it has a
selling agreement. All products and services may not be available in all states.

All companies are members of the Voya family of companies.

© 2022 Voya Insututional Plan Services, LLC. All Rights Reserved
Voya and Voya logo are registered trademarks of Voya Services Company.

Click here for supported browsers
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Import File Screen

The plan must have Enrollment import activated to use this feature. If active, the first screen upon
clicking the Add/Enroll Tile from the Home Screen will provide an option to import an Enrollment File. To
use the Import File Feature, you must use Internet Explorer version 7.0 or higher.

Import File screen — Option ‘Add or Enroll participant manually’ selected

VOVYA.

Voya PayCloud Home > Add/Enroll

ABC INDUSTRIES - 551213

To Add or Enroll a participant, would you like to upload a file [WITH THE PARTICIPANT DATA]?

Voya PayCloud

Help | Exit

) Upload a file
I have a file with participant(s) data that | would like to Import.

@ Add or Enroll participant manually
1 will manually enter the participant data.

©2021Voya Institutional Plan Services, LLC. All Right:

Voya and Voya logo are registered trademarks of Voy:

Click here for supported brows:

Screen Options

Select Add or Enroll participant manually and click the Continue button to begin the individual
enrollment process

Select Upload a file to select an enroliment file to import < Select Back to return to the Home
screen

Import File screen — Option ‘Upload a file’ selected

VOYA

Voya PayCloud

Help | Exit
Voya PayCloud Home > Add/Enroll
ABC INDUSTRIES - 551213
To Add or Enroll a participant, would you like to upload a file [WITH THE PARTICIPANT DATAJ?

@ Upload a file
I have a file with participant(s) data that | would Ilke to Import

1 Add or Enroll participant manually
1 will manually enter the participant data.

Select a File

Browse...

B View Sample File for formatting instructions

< Back

©2021 Voya Instiutional Plan Services, LLC

PLAN | INVEST | PROTECT /a 7 \

FINANCIAL
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Screen Options

Click Browse to select an enrollment file to import

Click View Sample File for formatting instructions to open a PDF file showing formatting rules
Click Back to retum to go to the Home screen -« Click Continue to go to the Templates screen

May, 2023 pg. 10



Voya PayCloud User Guide

File Browse
The file type must be one of the following formats:
* Excel spreadsheet ( .xIs, .xIsx and .xlsm)
* Comma delimited file (.csv)
* Plain text (.txt)

o fix

e .dat
* .mdo
e .md5
* .pay
¢ .wk3
«  .wk4
e .pm

Rules

* The imported file size must be greater than zero and less than 5MB.
» All SSNs must have nine digits; leading zeroes must be included.

Note: When you are in the process of creating a template, and attempt to change screens, you will be
prompted to save the template.

Enrollment Import Formatting Rules

The Enrollment Import feature is used as an alternative for manually entering data on the Enroliment screen to
add employee data to the system from a prepared file.

When importing a file, verify that the template you selected contains the correct number of columns to
accommodate the number of columns in the file so the file data formats correctly. You can add columns to
an existing template or, if necessary, click Create New Template to create a new template that matches the
format of the imported file.

Required Fields and Formatting
All fields/cells should be formatted as text.

Fields

Social Security Number Must be nine digits.

Leading zeros must be included.

Acceptable formats: 999-99-9999, or
999999999.

March, 2023 11
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Participant Name Change Full Name: Separate fiels/columns are required
for Last Name, First Name and Middle Initial.
Last Name+ First Name + and Middle Initial
fields cannot exceed 30 characters when
combined

Address Line 2 Maximum 40 characters.

State Code 2 characters are required if the country is USA or
Canada.

Eligibility and Status
Information

Birth Date Acceptable formats: MM-DD-YYYY, MM/DD/YYYY

or MMDDYYYY. Eight digits are required.

Leading zeros in months must be included. For
example, 02 for February, not 2.

Employee must be between 15 and 75 years of
age for employment.

Plan Entry Date Defaults to the current date..

May, 2023 pg. 12
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Division Four-digit division code. If you receive the

Codes error "Participant not in authorized
division/location," Please validate the
division/location you entered. If you have
entered the correct division/location,
please contact your plan manager.

Payroll Formatted as one digit:
Frequency 4 - Monthly

5 - Semi-monthly
6 - Bi-weekly 7 - Weekly

May be optional depending
on plan rules.

Optional Data

If any optional fields are blank, or contain only a hyphen, Voya PayCloud bypasses the field completely. For
the purposes of investment election, a blank is the same as a zero (0.00). Blank dollar amount fields are
bypassed for Contribution and Loan Repayment import files.

Fields

Actual hours, plan year-to-date Accumulate option (special set-up required). The amount submitted is added to
the existing (for vesting purposes) total.

Hours should be submitted in whole numbers, not exceeding four digits. If fractional hours are used, they
cannot exceed 3 digits to the right of the decimal.

Anniversary hours (for plan ~ Accumulate option (special set-up required). The amount submitted is added to the
existing eligibility rules) total.

Hours should be submitted in whole numbers, not exceeding four digits. If fractional hours are used, they cannot exceed
3 digits to the right of the decimal.

Current Hours (plan year or Accumulate option (special set-up required). The amount submitted will add to
the total that anniversary hours) exists on the system.

Hours should be submitted in whole numbers, not exceeding four digits. If fractional hours
are used, they cannot exceed 3 digits to the right of the decimal.

Annual Salary Do not include dollar signs or commas (for
example: 45000.00).

Submit in whole percentages only.
Special set-up required for fractional amounts.

Deferral Must include decimal point, limit to two digits after the decimal.

Amount Do not include % or commas. Example: 250.00.
Submit in whole percentages only. Special set-up required for fractional
amounts.

Deferral Percentage (if required Must include decimal point; limited to two digits after the decimal by your plan)

Do not include % symbol (for example 10.00,
50.00, 40.00).

May, 2023 pg. 13



Investment
Elections

Eligibility Exclusion
Y - Exclude participant from eligibility

Default
Enrollment

QDIA Default Enrollment

Voya PayCloud User Guide

Investment Elections must total 100.00%.

Submit in whole percentages only. Special set-up required for fractional

amounts.

Must include decimal point; limited to two digits after the decimal.

Do not include % symbol (for example 10.00, 50.00, 40.00).

Investment Elections must total 100.00%.

One character

N (or blank) - Process participant for eligibility.

Formatted as one character.

* (Y) - Enroll participant into the
plan’s default investment fund

* (N) or blank - Enroll participant
using investment fund supplied on

file

(Y) - Enroll participant into the plan’s QDIA option
(N) or blank — Enroll participant using investment fund supplied on file

Employee
Number

Gender

Maximum 13 characters.

One character format:
1-Male
2 - Female

Formatted as one character.

.CSV-files must be comma delimited. Quotation marks must be removed from any values containing either

single (' ') or double quotation (

) prior to being imported into Voya PayCloud.

A [ B [ ¢ TD] E T I s o -1 [ | ) | 1< O Lo A [ N 0 | AL O,
PAYFREQ
4=Month
SSN-(format as text or Zip Code Plan Entry S=SemiMonth
hypen to maintain lead (maintain Date-if Division/ 6=BivWeek
1 |zeros) LastName  FirstName M |Addr1 Addr2 Chy State lead zeros) |DOB-required DOH-required required Location |7=Week Emp. #
| 2 [123455678 SAMPLE |JOE R 1MAINST |APT#  WINDSOR CT ‘60950001 01011980 01012000 'D1012000 oot B 012345
3 |010-23-6547 DOE JANE R__[1 MAIN ST WINDSOR CT teoss  Miot1gs2 Do12001 012001 Boo1t B "123456

File Edit Format View Help

Enroliment Import File Sample in MS Excel Format

P\ Import.csv - Notepad 3

SSN, LastName, First Name,MI,Addrl,Addr2,City,State,zip ,D0B,DOH,Plan Entry Date,Division/Location, PAYFREQ, Emp number
500123456, SAMPLE, JOE,R,1 MAIN ST,APT #2,WINDSOR,CT, 060950001, 01011980, 01012000, 01012000,0001,6,012345
010-23-6547, DOE, JANE,R,1 MAIN ST, ,WINDSOR,CT,06095,01011982,01012001,01012001,0001,6,123456

May, 2023
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Batch Participant Import Formatting Rules

The Batch Participant Import feature is used to update census data for multiple employees at one time, on one
screen. The Enrollment Import feature is used as an alternative for manually entering data on the Enroliment

screen to add employee census data to the system from a prepared file.
Social Security Number Must be nine digits.
Leading zeros must be included.

Acceptable formats: 999-99-9999 or 999999999.

If the Social Security number format does not contain hyphens,
make sure that the field is formatted as text. In MS-Excel, a
green triangle indicates that you have stored values as text.

Full Name
Separate fields/columns are required for Last Name, First Name and Middle Initial.
Last Name+ First Name + and Middle Initial fields cannot exceed 30 characters when combined.
Address Line 1 Maximum 40 characters.
Address Line 2 Maximum 40 characters.
City
Maximum 28 characters.
State Code 2 characters are required if the country

is USA or Canada.
Postal
Code Applicable only if country is USA or Canada.

USA ZIP codes may consist of 5 or 9 digits (no dashes).
Canadian postal codes contain 6 characters.
Birth Date Acceptable formats: MM-DD-YYYY,
MM/DD/YYYY or MMDDYYYY.
Eight digits are required.

Leading zeros in months must be included. For example, 02 for February, not
2.

Employee must be between 15 and 75 years of age for employment.

Hire
Date Acceptable formats: MM-DD-YYYY, MM/DD/YYYY or MMDDYYYY.

Eight digits are required.

Leading zeros in months must be included.

Plan Entry Date  Defaults to the current date

May, 2023 pg. 15
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Termination Acceptable formats: MM-DD-YYYY, MM/DD/YYYY or
Date MMDDYYYY
Eight digits required-Lead zero in months must be maintained
Termination Reason Must include one of the following valid
values:
V - Voluntary
1 — With Cause
2 — Laid Off
3 — Special

4 — Retirement
5 — Permanent Disability 6 — Death

Current Hours (plan year or anniversary Accumulate option (special set-up required). The amount submitted will add
to the hours) total that exists on the system

Hours should be submitted in whole numbers, not exceeding four digits. If fractional hours are used, they cannot exceed
3 digits to the right of the decimal.

Eligibility Exclusion
One character
e Y - Exclude participant from eligibility
e N (or blank) - Process participant for

Vesting Information Actual hours, plan year-to-date (for Overlay method — values should be
accumulated year-to-date. vesting purposes)

Hours should be submitted in whole numbers, not exceeding four digits. If fractional hours are used, they cannot exceed
3 digits to the right of the decimal.

Current Hours _ _ } _
(plan year or Accumulate option (special set-up is required). The

anniversary hours) amount submitted is added to the existing total.

Hours should be submitted in whole numbers, not
exceeding four digits. If fractional hours are used, they
cannot exceed 3 digits to the right of the decimal.

Vesting Date Acceptable formats: MM-DD-YYYY, MM/DD/YYYY or

May, 2023 pg. 16



MMDDYYYY. Eight digits required; Lead zero in months must be maintained.

Payroll Frequency

Voya PayCloud User Guide

If vesting method is not based on date of

Formatted as one diait:
4 — Monthlv

5§ — Semi-monthlv

6 — Bi-weeklv

7 — Weeklv

May be optional depending on the planrules

Other Data Elements that Apply to Your Plan

Annual Salarv

Gender

Marital Status

Must include decimal point. limit to 2 diaits after the decimal.

Do not include dollar sians or commas. Samble: 999.99

Formatted as one digit
(1) Male (2) Female

Formatted as one diait

(1) Single (2) Married

A [ B S | O = [ I 6 | H I T - |
SSN-(format as text or Zip Code
hypen to maintain lead imaintain
1 zeros) Plan ¥ TD Hours TermDate  Term Reason LastMame  First Mame ol Acdcr Addr2 City State lead zeros)
2 1234556782 480 h1312011 v SAMPLE JOE R 1 MAIN ST APT #2 WINDEOR C©T ‘DisCos0001
-3 010-23-6547 496 DOE JANE R 1 MAIN ST WINDSOR CT Te0os
[P Batch PPT Update.csy - Notepad | =10l x|
File Edit Format Wiew Help
123455678,480,01312011, v, SAMPLE, JOE,R,1 MAIN ST,APT #2,WINDSOR,CT,060950001 :]
010-23-6547,496,,,D0E, JANE,R,1 MAIN ST,,WINDSOR,CT, 06005

hire, populate vesting date based on your calculations, otherwise populate with date of hire. See the “Rehire Fields”

section for more information

Years of Service
Maximum 2 digits

Payroll Remittance

Division Codes
receive the error “Participant not in authorized

division/location”, please validate the division/location you entered. If you have
entered the correct division/location, please contact your plan manager.

Four-digit division code. If you

May, 2023
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Contribution Import Formatting Rules

» Allfields/cells should be formatted as text.

+ In MS-Excel; a green triangle indicator in the cell signifies that you have stored values as text.

+ Comma Separated File (*.CSV)-files must be comma delimited. Quotation marks must be removed from any
values containing either single (' *) or double quotation (" ") prior to being imported.

+ Fixed width files are acceptable. The same formatting rules apply to each field as Excel or (*.CSV).

+ Some data categories will only be accepted by the system if they are allowed by the plan rules. For special
circumstances, additional categories may be available or required but not listed in this document.

* Indicate negatives with minus sign to the immediate left of the amount, no parenthesis. For example: - 9999.99.

» Verify participant’s account balances prior to submitting adjustments with negative values. Accounts are subject
to change and market value fluctuation.

+ Confirm that all employees on the spreadsheet are entered into the system and that the enroliment process is
complete.

+ Loans can be included on the same spreadsheet, but will need to be imported separately using the Loan
Repayment function. A stand-alone spreadsheet for loan repayments is required if a participant repays more
than one loan number at a time. To see an example of this, click the Loan View Sample File PDF link on the
Loan Repayment Import screen.

* Import multiple payroll dates separately.

» If there are header/trailer lines, they must be identified when creating the template. Rows must be consecutive.
Remove any blank rows.

Data Fields and Formatting
All fields/cells should be formatted as text.

Social _ o

Security Must be nine digits.

Number Leading zeros must be included.
Acceptable formats: 999-99-9999 or 999999999.
If the Social Security number format does not contain hyphens, make sure
that the field is formatted as text. In MS-Excel, a green triangle indicates
that you have stored values as text.

Participant Name  Not required

Contribution If the file does not contain decimals (values are implicit—see below), check

Source the box labeled

Columns

“Check this box if dollar amounts in the file do not have decimal points” when
mapping. Do not include dollar signs or commas. Acceptable formats can
either be:

*  Explicit: 999.99
* Implicit: 99999 (the two rightmost digits are cents)

ur-digit division code. If you receive the error “Participant not in authorized division/location,” please validate the division/location you
entered. If you have entered the correct division/location, please contact your plan manager.

Actual hours, plan year- Overlay method — values should be accumulated year-to-date.
todate - (for vesting Hours should be submitted in whole numbers, not exceeding four
purposes) o digits. If fractional hours are used, they cannot exceed 3 digits to the

right of the decimal.

Anniversary Hours (for plan < Overlay method — values should be accumulated year-to-date. eligibility rules) « Hours should be
submitted in whole numbers, not exceeding four digits. If fractional hours are used, they cannot exceed 3 digits to the

right of the decimal.

May, 2023 pg. 18
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Current » Accumulate option (special set-up required). The amount submitted is added
Hours (plan to the existing total.

year or *  Hours should be submitted in whole numbers, not exceeding four digits. If
anniversary fractional hours are used, they cannot exceed 3 digits to the right of the
hours) decimal.

Termination * Acceptable formats: MM-DD-YYYY, MM/DD/YYYY or MMDDYYYY

Date

»  Eight digits required-Lead zero in months must be maintained

Termination

Reason Must include one of the following valid values:
V - Voluntary
1 — With
Cause 2
— Laid Off
3 — Special
4 — Retirement
5 — Permanent Disability
6 — Death
A B I c | D
7] SSH EE Contrib  ER Match  Actual Hours
2 [oooooooos | 10.000  10.00 66O
3 [tooooooos ©  20.007  20.00%678
4 f1110s7777 7 30,007 30.00%600
5 fooooooor © 4000”7  40.00%5o8
6 [123ase7es © 50007  50.00'B02
7 11222333 60007  60.00'BOO
B [1234s6768 © 70.007 70.00'600
9

Contribution Import File Sample in MS Excel Format

% CSV.csv - Notepad
File Edt Format Wiew Help

'SSN,EE Contrib, ER Match,Actual Hours .
000-00-0004, -110. 00, -10. 00, 660

100-00-0005,220.00,20.00,678
111-05-7777,1430.00,143. 00,600
100-00-0007, 240.00,24.00, 598
123-45-6789,351.00,35.10, 602
111-22-2333, 65. 00, 6. 50, 600
123-45-6788,70.00,70.00, 600

Contribution Import File Sample in .CSV Format

Loan Repayment Import Formatting Rules
« Allfields/cells should be formatted as text.
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* In MS-Excel; a green triangle indicator in the cell signifies that you have stored values as text.

+ Comma Separated File (*.CSV)-Files must be comma delimited. Quotation marks must be removed from any
values containing either single (') or double quotation (" ") prior to being imported.

+ Fixed width files are acceptable. The same formatting rules apply to each field as Excel or (*.CSV).

»  Contributions can be included on the same spreadsheet as loans, but will need to be imported separately using
the Contribution function. For an example of this, click the Contribution View Sample File PDF file link on the
Contributions Import screen.

+ A stand-alone spreadsheet for loan repayments is required if a participant repays more than one loan number
at a time.

* Import multiple payroll dates separately.

« If there are header/trailer lines, they must be identified when creating the template. Rows must be consecutive.
Remove any blank rows.

» Refer to the loan amortization schedule for the payment amount and loan number.

+ Payments must be the exact payment amount or an exact multiple of the scheduled repayment.

* Negatives and adjustments are not permitted to loans.

Data Fields and Formatting
Fields/cells should be formatted as text.

Social Security Must be nine digits.

Number
Leading zeros must be included.

Acceptable formats: 999-99-9999 or 999999999.

If the Social Security number format does not contain hyphen, make
sure that the field is formatted as text. In MS-Excel, a green triangle
indicates that you have stored values as text.

Participant Name  Not required

Loan

Repayment

Amount If the file does not contain decimals (values are implicit—see below),
Column check the box labeled “Check this box if dollar amounts in the file do not

have decimal points” when mapping.
Do not include dollar signs or commas.
Acceptable formats can either be:

*  Explicit: 999.99
. Implicit: 99999 (the two rightmost digits are cents)

ur-digit division code. If you receive the error “Participant not in authorized division/location,” please validate the division/location you
entered. If you have entered the correct division/location, please contact your plan manager.

Loan

Number Three digits required and must include leading zeros. For example: 001, 002, 006.
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- B >

1 |SSN Loan acct # Payment

2 |123-45-6789 D01 a7 58

3 |111-22-3333 D02 '55.68

4 |111-22-3333 003 75.01

5

&

7
i\ 4 » »]\Sheetl  Sheet2 £|< | |

NLIM
Loan Repayment Import File Sample in MS Excel Format

¥ Loan Import.csv - Notepad
File Edit Format VYiew Help

SSN, Loan #, Payment
123-45-6789,001,47.58

111 -22-3335,002,55.68
111 -22-3333,003, 75.01L

Loan Repayment Import File Sample in .CSV Format

Templates Screen

After you've selected Continue from the File Browse screen, you'll see the Templates screen. From here you

can:
+ Select a template
* Add a new template Delete a template

A template contains the format you define for the import file, including column headings. After you select
your file, you’ll define which column contains SSN, First Name, Last Name, etc. A new template can be
saved, so that you can reuse it or modify it to create another template for the next file import.

y that the template you selected contains the correct number of columns to accommodate the number of columns in the file
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so the imported file data formats correctly. You can add columns to an existing template or, if necessary, click

Create New Template to create a new template that matches the format of the imported file.

-

Voya PayCloud

Help

Exit

Veoya PayCloud Home > Add/Enroll > Templates

ABC INDUSTRIES - 551213
been added to the selected template to ensure detail will import correctly,
Please be advised that Division/Location column is requirec.

Exiszing Temalate

You can select an existing template or create a new one by selecting from the options below. If you use an existing template, please verify that any new columns added 10 your file have aiso

Screen Options
Select an existing template from the list of saved templates using the drop down.
o Click Go after selecting a template to go to the Existing Template screen.

o Click Delete to delete the selected template
Click Create New Template to go to the Create Template screen
Click Back to go to the Import File screen

Create Template Screen

You'll see this screen if you selected Create New Template. It is used to create a new template for an imported

file. When creating a new template the following rules apply:

New template name has a maximum of 15 characters for fixed width files and 20 characters for .csv and excel

file formats.
A maximum of 50 templates can be saved per plan.

Optional data elements enabled for Enrollment will also be displayed. The override name for the optional data

element will be displayed.
A value of “Not Applicable” will also be displayed to exclude any columns from the imported file.
The new template may require a “Division/Location “column (If authorized for the plan).

At any time while you are creating a template, you can click the Save Template button to save your changes.

Create Template screen
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VOYA

eimaiicist Voya PayCloud Help | Exit

Voya PayCloud Home > Add/Enroll > Templates > Create Template

ABC INDUSTRIES - 551213

Create a new template

(1] | New Tempiate Name |
e From top to bottom, how many rows would e From bottom 1o top, how many rows would
you like to remove. you like to remove
Headers Trallers
| NoHeaders - e | No Tratters ~|e

o Now select each column title:

Select an appropriate heading from the dropdown list for each column. To bypass a column, select Not Applicable.

A B c D E
Column1 ~ Column 2 ~ Column 3 -~ Column 4 ~ | | columns ~ |
1 SSN ROLLOVER EE PRETAX ER PROFIT Divloc
2 013-45-9998 20,00 400 1700 1006
3 313-437023 15.00 200 18.00 1006
4 321546123 12 22 000 1006

2021 Voya Insttuitional Plan Services. LLC. All Rights Reserved.

Voya and Voya logo are regisiered trademarks of Voya Services Company.

Click hare for supported browsers

You must select a column heading for each column. See the sample images below that illustrate the Column
Heading selections and the field definitions for more information.

Create column headings

........ Voya PayCloud Help | Exit
Veya PayCloud Home > Add/Enrell > Templates > Create Template
ABC INDUSTRIES - 551213
Create a new template
(1) New Template Name
e From top to bottom. how many rows would e From botiom 1o top. how many rows would
you like to remove you like to remove
Headers Tralers
No Headers - | @ No Tratlers - @

o Now select each column title:

Select an appropriate heading from the dropdown list for each column. To bypass & column, select Not Applicable

A B c =] E

Column 1 - Column 2 - Column 3 - Column 4 -~ Column 5 -
1 e ROLLOVER EE PRETAX ER PROFIT DivLloc

SSN
2 2000 400 1700 1006

Last Name
3 5.00 200 1800 1006

First Name
4 2 22 000 1008

Middle Init =

< Back cancel J

© 2021 Voya Instautional Plan Se) Reservad,

Voye eng Voy ices Compeny.

Fields

New Template Name Enter a name for the new template

From top to like to remove?

bottom, how Select the number of header rows contained in the
many rows import file. Options include “No Headers” (default),
would you and the values 1-9. When the file is imported, these
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ds will be ignored to obtain the file data. They will still
appear on this screen to help you select the column
headings. Upon clicking the question icon, the
following text will display within a pop-up.

“Select the number of headers contained in the
import file. Options include “No Headers” (default),
and the values 1-9. When the file is imported, these
header fields will be ignored.”

- o —T " = 0O Q9 0

From Select the number of trailer rows contained in the
bottom import file. Options include “No Trailers” (default), and
to top, the values 1-9. When the file is imported, these trailer
how fields will be ignored.

many

Upon clicking the question icon, the following text will

rows . o
display within a pop- up.

would play pop- up

you like “Select the number of trailers contained in the import

to file. Options include “No Trailers” (default), and the

remove? values 1-9. When the file is imported, these trailer
fields will be ignored.”

Check

Box if

Dollar

Amounts

have an

Implied

Decimal

Column Select a heading name for each column from the drop-

Headings down list. The list consists of the basic information such

as name and Social Security number, all the optional
fields for the plan and an entry for each available source
in the plan. To bypass a column, including name, select
Not Appliacable.

Screen Options

Click Back to go to the Templates screen.

Click Cancel to go to the Home screen

Click Save and Continue to save the template and perform validations. See the Error Corrections section below for
possible error messages and their meanings. This step also removes formatting marks from the imported data. If
there are no errors, you will be taken to the Verification screen « Click Save Template to save the template

Map Column Header Screen

If you import a file other than an Excel or .csv, you will see a screen to select columns to appear in your new
template.
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Map column header screen- New Template

VOVYA N
Pancia oya PayCloud
geens Y Y. Help ] Exit
Voya PayCloud Home > Add/Fnioll > lemplates > Test lemplate 1 Template
ABC INDUSTRIES - 551213
Existing Template
o Test Template 1
e From top to bottom, how many rows would o From bottom to top, how many rows would
you like 1o remove. you like 1o remove.
Henders Trallers
1 - @ Na Iraliers - @
o Now select each column title:
This template can be modified by selecting a new heading from the drop down list. To bypass a column, select Not Applicable.
A B < D E F
SSN - Not Applicable - First Name - Last Nomo - Addrosst - City -
1 SSN DIVSUB FNAME LNAME ADDRESS Iy =
2 999984310 1 TESTFIRST TESTLAST1 123 MAIN ANY
3 999984311 1 TESTFIRST TESTLAST2 123 MAIN ANY
4 999984312 1 TESTFIRST TESTLAST3 123 MAIN ANY
5 99994313 1 TESTFIRKT TERTI AQ’T4 124 MAIN ANY o
4 >

You can add template fields by selecting Field Type, Starting Position and Field Length. Click Add Field to add
the field. The added fields will appear in the section below. You can either Edit or Delete an added field. Click
Update Data to upload the data from the import file.
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Map column header screen - Existing Templde

inancis, Voya PayCloud Help | Exit
Voya PayCloud Home > AdgEnroll » Tempiates > New Template Template
ABC INDUSTRIES - 551213
Create new template
exsing Tempane
© [ewTempiate |
o From top 1o botom, how many rows would o From botiom 10 1op, how many 1ows would
you like to remave. you like to remave.
reaoers Traers
| o rmeacers -|® | momaes -le
o New select each column mie:
Add template fields
o0 Type
seiect = Starting Position Field Length |
Fiekd Name Startiog Posiion  Field Length
ssn s w0 £cxi Duete
Fint Name % s EcriDewte
Agaresst 22 © sonisests
ey » s £oniDeate
Uploaded Deta
SSN First Name Address! Cay
TN anT_ oL NanE =1
39038700 wsam o091 a anov
39.036700 ssam o001 osmm
39036700 ssam 00014 wEDY
39038708 597 0001a cerso
39-036700 ssa7 oc001a T -
©2021 Voye Insvimens Pan Sevees, LS & F g Rwcenec
Veys anc Voje oge e e e tase e o Camasry
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Fields

Field Description

Existing/New Enter the new template name or update the existing template name
Template

Name

From top to bottom, how many rows For a new template, the number of headers can be selected. Upon clicking the
would you like to remove? question icon, the following text will display within a pop-up: “Select the number of
headers contained in the import file. Options include

“No Headers” (default), and the values 1-9. When the file is imported, these header

fields will be ignored.”

For an existing template, headers associated with the field will be prepopulated
and are updateable

From bottom to top, how many rows For a new template, the number of trailers can be selected. Upon clicking the
would you like to remove? question icon, the following text will display within a pop-up: “Select the number
of trailers contained in the import file. Options include

“No Trailers” (default), and the values 1-9. When the file is imported, these trailer

fields will be ignored.”

For an existing template, trailers associated with the field will be prepopulated and
are updateable

Field Type Dropdown listing all fields defined for input
Starting Position Enter starting position for the Field Type
Field Length Enter width for the Field Type

Screen Options

* Click Back to go to the Templates screen

* Click Cancel to go to the Home screen

* Click Save and Continue to save the template and perform validations. See the Error Corrections section below for
possible error messages and their meanings. This step also removes formatting marks from the imported data. If
there are no errors, you will be taken to the Verification screen ¢ Click Save Template to save the template

Existing Template Screen

If you select an existing template you will see the screen below. Existing templates can be modified and saved.
Simply make any changes you need to make to any editable field, just as in the new template screen.
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Existing Template screen

VA
VO K//\ Voya PayCloud

Voya PayCloud Home > Add/Enroll > Templates > Tem_Enroll_15Jan Template

ABC INDUSTRIES - 551213

Help | Exit

Exls(lng Template
o Tem_Enroll_15Jan

e From top to bottom, how many rows would e From bottom to top, how many rows would
you like to remove. you like to remove.
Headers Trallers
1 ~ @ No Trallers >~ @

o Now select each column title:

This template can be modified by selecting a new heading from the drop down list. To bypass a column, select Not Applicable.

A B c D E
SSN - Last Name - First Name - Address1 - City -

1 SSN ROLLOVER EE PRETAX ER PROFIT DiviLoc

2 013-45-9998 20.00 400 1700 1006

3 313-43-7023 15.00 200 18.00 1006

4 321546123 12 22 0.00 1006

© 2021 Voya Institutional Plan Services, LLC. All R esernve
Voya and Voya logo are registered trademarks of Voya Services Company.
Click here for supperted brows:

Field Description
Existing Template Template name

From top to bottom, how many rows The number of headers can be selected. Upon clicking the question icon, the
would you like to remove? following text will display within a pop-up.

“Select the number of headers contained in the import file. Options include “No
Headers” (default), and the values 1-9. When the file is imported, these header
fields will be ignored.”

From bottom to top, how many rows | The number of trailers can be selected. Upon clicking the question icon, the
would you like to remove? following text will display within a pop-up.

“Select the number of trailers contained in the import file. Options include “No
Trailers” (default), and the values 1-9. When the file is imported, these trailer
fields will be ignored.”
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Screen Options

+ Click Back to go to the Templates screen.

* Click Cancel to go to the Home screen

+ Click Save and Continue to save template and perform validations. See the Error Corrections section below
for possible error messages and their meanings. This step also removes formatting marks from the imported
data. If there are no errors, you will be taken to the Verification screen

* Click Save Template to save the template

Error Corrections

In case of errors upon clicking Save and Continue, the screen appears as below. Click View Error Messages
to get a detailed view on the errors. A pop-up will display showing the error. All fields can be edited on this
screen by manually clicking in the cell and typing the correct data.

crean
oreen
Voya PayCloud
¥ y Help | Exit
Voya PayCloud Home > Add/Enroll > Templates > Test Template 1 Template
ABC INDUSTRIES - 551213
o Template last saved on Tuesday, November 23rd, 2021 02:14:16 PM
View Error Messages |
Existing Template
o Test Template 1
e From top to bottom, how many rows would e From bottom to top. how many rows would
you like to remove you like to remove.
Headors Trailors
1 v @ No Trallers v | ©
o Now select each column title:
This template can be modified by selecting a new heading from the drop down list. To bypass a column, select Not Applicable.
A B c 1+} E F
SSN - Not Applicable - First Name - Last Name - Addresst » City -
1 SSN DIVSUB FNAME LNAME ADDRESS cry =
2 999984310 1 TESTFIRST TESTLASTH 123 MAIN ANY
3 999984311 1 TESTFIRST TESTLAST2 123 MAIN ANY
a 999984312 1 TESTFIRST TESTLAST3 123 MAIN ANY
5 099084313 1 TERTFIRST TERTI AQTA 122 MAIN ANV o
¢ »E
< Back cancel | [ save Tempiate
© 2021 Voya Instituanal F 8, LLC. All Right ve
Voya and Voya logo are reg
Click here fc

Screen Options
* Click Back to go to the Templates screen.
+ Click Cancel to go to the Home screen
» Click Save and Continue after correcting errors to re-validate. Based on successful validation you will be taken to
the Verification screen
+ Click Save Template to save the template

This screen opens in a new window to display the errors from the imported file. Use these messages as a guide to
errors.
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Errors

& Print

SSN Name
91345678% John,Smith
91345678% John,Smith
91345678% John,Smith
91345679% Joe Matthews
91345679x% Joe,Matthews
91345679% Joe,Matthews

Error
Birth Date is not a date.
Hire Date is not a date.
The zip code entered is not valid for the state selected.
Birth Date is not a date.
Hire Date is not a date.

The zip code entered is not valid for the state selected.

Screen Options
Click Print to print the errors

Click Done to close the pop-up and return to the Create Template screen for correcting the errors

Error Messages

Validations and corresponding error messages include:

Error Messages Validations Notes
“Batch Total Must Be Greater Than Verify that the total hours and Total hours and contributions must be
Zero” contributions in a contributions file greater than zero.

are greater than zero.

“Division/Location Column
Required”

Verify that a “Division/Location” column | This plan requires a
is selected. “Division/Location” column.

“Loan number cannot exceed 3
digits”

Verify that <field> is <number> digits. Add lead zeros if loan number is less
than 3 digits.
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“Loan payment amount should be
equal to the expected amount or a
multiple of the expected amount”

Appears if Loan Matching is enabled
in the Admin section and loan amount
is not equal to the payment amount or
is not a multiple.

The error message will display the
column heading.

“Participant
Division/Location
Required”

Appears if the import file
does not include
Division/Location

code values for each
participant.

Appears if a participant is
missing a
Division/Location (which is
required).

“Participant Not in
Authorized
Division/Location”

Verify that the participant’s
division code is correct.

You cannot import a
participant for a
division that you are
not authorized for.

“The participant has an
invalid date of birth. We are
unable to determine the
correct Voya Lifetime
Investment

Protection (VLIP) fund.
Please reenter the date of
birth.”

Verify that the date of
birth is correct, in the
correct format (MM-
DDYYYY) and falls
within the VLIP DOB
range.

This error appears if a
VLIP fund is chosen
and the DOB field is
left blank or the format
is incorrect.
Participants enrolling
in these funds are
automatically enrolled
into their age-
appropriate VLIP
vintage (fund).

“This participant currently
has both $ and % election
types on file.

Contribution election
types must match across
all sources. Please call
1800-238-6212 (select
option 0 and then option
2 for Voya PayCloud) for
assistance.”

Verify that the
contribution election
types already on file
are the same for all
sources, on a per-
participant basis
(either all dollars or all
percents).

This appears if
contribution election
types ($ or %) are
inconsistent among the
different sources, for a
given participant.

“XX-XX-XXXX - Social
Security number

must be 9 digits.”

Verify that the SSN has
nine digits.

SSN is not nine digits.

“XXX-XX-XXXX- Participant
Social

Security number not found.”

Verify that the SSN exists
in the plan.

Appears if the SSN not in
the recordkeeping system.

Example “<Field> cannot be
negative”

Verify the amounts do not
have negatives or
parenthesis.

The error message will
display the column
heading.
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Example “<Field> is limited Verify that the dollar The error message will
to two amounts do not have display the column
decimal places” more than 2 decimal heading.
places.
Example “Error in column #: Verify that the same The error message will
<Field> already exists” column heading has not display the column
been selected twice. heading and the

expected length.

Example: “Select heading Verify that column The error message will
for column headings have been display the column

2” selected. heading number.

ZIP Code does not match Verify that the ZIP code is

State correct.

Verification Screen
This is the final step in importing the file. No further changes will be allowed after this screen.
Verification screen (For Enrollment Import)

\/:"‘ﬂ//-\ Voya PayCloud
FINANCIAL Help | Exit
Voya PayCloud Home > Add/Enroll > Templates > Test Template 1 Template > Verify Information
ABC INDUSTRIES - 551213
@ Template last saved on Tuesday, November 23rd, 2021 02:04:33 PM
[ View Error Messages ]
Existing Template
ﬁ Test Template 1
o From top to bottom, how many rows would e From bottom to top, how many rows would
you like to remove. you like to remove.
Headers Trailers
1 ~ @ No Trailers ~ | @
o Now select each column title:
This template can be modified by selecting a new heading from the drop down list. To bypass a column, select Not Applicable.
A B c D E F
SSN - Not Applicable - First Name - Last Name - Address1 - City -
n EECECERTE) ' 1EDIFIRDL IEDILADI IV 125 MIAIN ANT I
12 999984320 1 TESTFIRST TESTLAST11 123 MAIN ANY
13 999984321 i TESTFIRST TESTLAST12 123 MAIN ANY
14 (999984322 1 TESTFIRST TESTLAST13 123 MAIN ANY
15 999984323 1 TESTFIRST TESTLAST14 123 MAIN ANY L
4 >
© 2021 Voya Institutional Plan Services, LLC. Al Rights Reserved
Voya and Voya logo are registered trademarks of Voya Services Company.
Click here for supported browsers
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Screen Options

* Click Back to go to the Create Template screen
* Click Cancel to go to the Home screen

+ Click Submit to submit the participant data and go to the Home screen. This may take a few seconds.

Confirmationscreen

Voya PayCloud

Help | Exit

Voya PayCloud Home > Add/Enroll Confirmation

ABC INDUSTRIES - 551213
B Print

Your file has been successfully imported.
Your enrollment file has been successfully imported on 11/23/2021 at 02:25:29. Information for 14 new participants will be added to our recordkeeping system.

Select Done to return to the Plan home page.

< Back Save And Continue Save Template

© 2021 Voya Institutional Plan Services, LLC. All Rights Reserved
Voya and Voya logo are registered trademarks of Voya Services Company.

Click here for sunnorted hrowsers

Screen Options

» Click Print to print a copy of the Confirmation screen
« Click Done to return to the Home screen

Participant Information Screen

Participant Information screen — Default Enrollment option

VOYA

Finavciat Voya PayCloud

Help | Exit

Voya PayCloud Home > Add/Enroll > Add/Enroll Participant Information

ABC INDUSTRIES - 551213

Add/Enroll a participant In the plan

Social Security Number (NNNNNNNNN) ‘

Last Name ‘ First Name M
Country

United States of America - ‘ Zip Code

Date of Birth (MM/DD/YYYY) \ Date of Hire (MM/DD/YYYY)

Status.
04-Eligible: Not Participate

Enroll this participant

©2021Voya Institutional Plan Services, LLC. All Rights Reserved,

Voys 2nd Voya logo ere registerad tracemarks of Vays Services Compeny.

Click here for supported browsers
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Participant Information screen — QDIA Default Enrollment option

Voya PayCloud

Help | Exit

Voya PayCloud Home = Add/Enroll = Add/Enroll Participant Information

ABC INDUSTRIES - 551213

Add/Enroll a particlpant In the plan

Social Security Number (NNNNNNNNN)

Last Name First Name Ml
Address Line 1 Address Line 2 (Optional)

City >
Country

United States of America - Zip Code

Date of Birth (MM/DD/YYYY) Date of Hire (MM/DD/YYYY)

Email Address (Optional)

ningstar Managed Account Program?

Fields
Field Description
Email (Optional) Participant e-mail address
Last Name Participant last name
First Name Participant first name
MI (Optional) Middle Initial
Address Line 1 Participant address
Address Line 2 (Optional) Participant address
City Participant City
State Participant State
Zip Code Participant Zip Code
Country Defaults to United States of America. A different country may be
selected from the drop-down
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Date of Birth

Date of Hire

Select from the calendar icon

Select from the calendar icon

Status

Enroll this Participant

Indicates the participant status under the plan. This field is
maintained by Voya.

Checking this box allows you to define contribution and investment
elections for the participant. If in doing this you are adding census
information in order for your participant to facilitate enrollment on
their own; if your plan requires the participant to do this
themselves, leave it unchecked.

(This option is only displayed if the option is available to your plan.)

Participant

elected MorningStar
Account Management
Program

Displays only if the plan participates in MorningStar program

QDIA default enrollment

Displays if the plan offers QDIA enroliment for participants that are
eligible but not participating. If the plan’s QDIA is Managed
Accounts, you must also select the Morningstar checkbox.

You can click on the question symbol for help text. The below
information displays within a pop-up.

“A Qualified Default Investment Alternative ("QDIA") is an
investment alternative or option, as defined under rules issued by
the Department of Labor, that has been chosen by the Plan’s
fiduciary in those instances when participants fail to provide
direction or instruction how to invest monies in their retirement
plan account.

Check the QDIA default enrollment box to indicate that you are
enrolling the employee into the plan's QDIA option. You will need
to set up the investment election to the appropriate QDIA option
as part of this enrollment transaction.

Do not select the QDIA default enroliment box if the employee has
submitted a signed enrollment form with any portion of the
investment election that uses the QDIA fund. For example, if the
employee actively elects 100% to the plan's QDIA option, this is
not considered a defaulted investment election. Contact Voya for
further information.”

Note: This option is not available for all plans.
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Is this a Default Displays if the plan does not offer QDIA default enrollment.
Enrollment? You can click on the question symbol for help text. The below
information displays within a pop-up.

Check the “Is this a Default Enroliment?” checkbox if you are
performing a default enrollment to enroll the participant into the
plan’s default investment option. You will need to set up and/or
confirm the investment election to the appropriate fund based on the
plan’s investment option as part of this enroliment transaction.

Do not select the default enrollment box if the employee has
submitted a signed enroliment form and has made a positive
election.

Contact Voya for further information

Screen Options
* Click Back to return to the Home screen
* Click Cancel to go to the Home Screen
* Click Continue to go to the Additional Information screen

Error Messages
If there are any errors associated with the data you entered, Voya PayCloud will display an error message right
are not updated or, in the case of the ZIP code, do not validate properly against the entered state.

Example of a reject message: “Please enter a valid Zip Code.”

\/O\/A2
VO /\ Voya PayCloud

Help | Exit

Voya PayCloud Home > Add/Enroll > Add/Enroll Participant Information
ABC INDUSTRIES - 551213
Add/Enroll a participant in the plan

Social Security Number (NNNNNNNNN)

012-56-7878 Email Address (Optional)

Last Name First Name

Test | Error MI
Address Line 1

319 Trailside Way Address Line 2 (Optional)

City State

Ashland Select -
Country Zip Code

United States of America - 01721000

Please enter a valid Zip Code

| Date of Birth (MM/DD/YYYY) | Date of Hire (MM/DD/YYYY)

Status
04-Eligible; Not Participate

Enroll this participant

< Back [ Cancel ]

vices, LLC. All Rights Reserved

1ks of Voya Services Company.

Click here for supported browsers

Enter the missing or erroneous information and click Next. Double-check the ZIP code to make sure it matches the
state.
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Add/Enroll Additional Information Screen

If your plan requires additional information, a second Participant Enroliment screen is displayed after clicking
Continue on the Participant Enrollment screen. The fields displayed on this screen will vary depending on the
plan setup.
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VOVYA

Voya PayCloud

Help | Exit

ABC INDUSTRIES - 551213

Add/Enroll a participant In the plan

Alt Vest Date (Optional) (MM/DD/YYYY)

Sex

Select

[ ©

Voya PayCloud Home > Add/Enroll > Add/Enroll Participant Information > Additional Information

Payroll Frequency (Optional)

Select

E Mail Address

< Back

Cancel }

Click here for supported browsers

Fields

Optional data element fields will vary according to plan setup. Some require a particular type of data (alpha,
numeric), or offer a drop-down menu with prefilled selections.

Fields vary depending on plan settings and may not reflect all fields in the screen shown above. The Division
drop- down has a selection "Other" that will display additional divisions not in the first drop-down. These

divisions may be grouped based on the first letter of the division name.

Rehire Fields

If the plan participates in Rehire functionality and the Rehire Date field is populated with a valid date and a
participant's status is terminated, Voya updates the employee's participation status to Active. The system
displays a message reminding you to verify and update vesting information accordingly, as well as advise
the employee to set up contribution rates and confirm their investment allocations online. Click OK to

acknowledge this information and continue with the Participant Enroliment.

For vesting purposes, the Adjusted Date of Hire/Alternate Vesting Date field is used to include prior
service. The label for this field may be slightly different, depending on the vesting described in your plan

document. Click the question symbol next to each field for help text.

The following text will display within each pop-up.

Rehire Date Rehire Date should be populated with the employee’s most recent hire date. By populating
this field (Rehire Date), employees in a terminated status code will be updated to an active status and all
applicable termination information will be removed. Please advise the employee that they must establish
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their contribution rates and confirm their investment allocations in the plan on line in order to resume
contributions to the savings plan.

Voya does not use this field to calculate vesting. Depending on your plan's vesting method and service
options you may be required to update additional information to correctly calculate the vested balances for
the employee. Contact Voya for further information.

Alternate Vesting Date  Your employee’s Alternate Vesting Date is a date you use to take into account
service for vesting. If applicable, your employee’s Alternate Vesting Date is the date that takes into account
service prior to the rehire date.

For example, if your Employee’s rehire date is January 1, 2007 and you need to take into account an additional one
year of service prior to the rehire date, your employee’s Alternate Vesting Date would be January 1, 2006.

Adjusted Date of Hire

Your employee’s Adjusted Date of Hire is a date used to determine service for vesting and eligibility. If
applicable, your employee’s Adjusted Date of Hire is the date that considers service prior to the rehire date.
For example, if your Employee’s rehire date is January 1, 2007 and you need to take into account an
additional one year of service prior to the rehire date, your employee’s Adjusted Date of Hire would be
January 1, 2006.

Screen Options

Click Back to return to the Add/Enroll Participant screen

Click Cancel to go to the Home Screen

Click Continue to go to the Add/Enroll Contribution Elections screen (depending on your plan setup)

Add/Enroll Contribution Elections Screen

Note: This screen will only appear if you selected to enroll this participant on the first screen. If your
plan requires participants to enter their own contribution elections, you will not see this screen. Participants
will be expected to elect his or her investment elections and deferral percent via the Voya Service Center or
the participant Web site.

The appearance of these screens will vary according to your plan settings.

You will be able to select the type (mode) of contributions (dollar amount or percent) and enter the amount
or percent for each contribution source. You must use the same contribution election type among the
sources. If there are different contribution election types on file for different sources, you’ll need to call Voya
for assistance.

In this example, the Contribution type is set as Percent for all sources. If your plan is not set to apply
elections across all sources, you will be able to select them, as below. If the plan is set to apply the election
across all sources, then you will not be able to disable the selection.

If the participant has elected for Morningstar Managed Account program, the following message appears in
the Add/Enroll Contributions Elections screen: “The participant has elected the Morningstar Managed
Account program. As defined by the Program, the participant's Temporary Investment Election will be
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created as indicated below.” If the participant has elected for Momingstar Managed Account program and
a default enroliment is performed, the following message appears:

“This participant account has been invested in the following fund based on the plan’s default investment
provision. As defined by the Program, the participant’s Temporary Investment Election will be created as
indicated below:”

Add/Enroll Contribution Elections
screen

VO\/‘LV\ Voya PayCloud

Voya PayCloud Home > Add/Enroll > Add/Enroll Participant Information > Additional Information > Contribution Elections

ABC INDUSTRIES - 551213

Preste InCCete CONMTIDUTON et Ons Delow

Help | Exit

Cormrbuton Bectons
£L FRE TAX ”
Percare = | 10.00 -~ Persars = 8000 -~

CanchUp Contridumon Electons

Percere = | 8500 -~
Irvestment Bectons
Pieste Choote "AC OtS ALL SOUrCes EIeCtions™ O CROOLE THe SOOCIIC LOWCes Of mONey THat yOu WanT 1O Ivest Ciflecenty for Ature money.
Select Sources
Acrcas ALL Sources Electons
LRI ER Erectons

ROTH RLLOVER Electons

MUSREY ER Dects
PRICRMATCH Elex

v ROUOVER Dectons
ER MATCH Ereczons
LEALAY PS5 Electons

~ ROTH Eleczons
ONEC Brectons
TAXEOVER Eectons
LEMAY S Electons

PRETX MTCIHO Dectons

Fields
Field Description
Contributions Election The mode of contributions to be used i.e. dollar amount
Amount or Percent or percent of the Contribution Elections.
Source The source for the contribution elections.
Catch Up Contribution The mode of catch-up contributions to be used for all
Election Type sources (Percent or Amount)
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Catch-Up Source The source for the catch-up contribution elections.

Investment Elections The checkbox indicates that investment election will be
allocated across all sources.

Source List List of available sources with a provision to select

Screen Options

Click Back to return to the Add/Enroll Additional Information screen or Participant Information screen
Click Cancel to go to the Home screen
Click Continue to go to the next Add/Enroll Investment Elections Screen depending on the plan settings

Add/Enroll Investment Elections Screen

This screen will vary according to plan settings, and may not appear. It allows you to view the investment
elections by fund and amount for the participant. You can search for a Fund Name using the filter box below
the Fund Name.

Add/Enroll Investment Elections Screen

VOYA
Voya PayCloud ;
24 ¥ Help | Exit
Voya PayCloud Home > Participant Update Search Participant > Participant Update Participant Information > Additional Information > Contribution Elections > Investment Elections
Please see below your current Investment Elections. To view the full investment name, hover over the Fund Name.
Search by:  Select - Search Q
Fund Name w Across ALL Sources.
American Funds Nw Prspcty R3 0% ol
ABC_IC_32 0%
Long NAme 33 0%
Long NAme 34 0%
LongName36 0%
Voya Solution 2035 Port Srv 0%
Voya Solution 2045 Port Srv 0%
Voya Solution Income Pt Srv 0%
Neuberg Berm Real Est Fnd R6 0%
-
Total 100%

Contributions can be allocated to individual funds on this screen.
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Fields
Field Description
Fund Displays a percent value in the row for the intended contribution fund. This
Amounts value is a percentage. For example, if the participant selected an

investment election of 15% of their salary and want that to be invested
equally into four investments funds, “25” would appear at each fund.

The Total field should equal 100. These investments will be made across
all sources of money.

If you have chosen to perform a default enroliment for the participant on the Add/Enroll Participant screen,
then based on the plan settings the Investment Elections screen will present the Default Investment Option
for the plan that the participant has been enrolled into.

Add/Enroll Investment Elections screen — Default Investment Option
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Y
%/O\/A. Voya PayCloud Heo | Ext

Vaya PayCloud Home > Add/Enrall > Add/Ensall Panicipant Infarmation > Additional Information > Cantribution Elections > Investment Elections

ABC INDUSTRIES - 551213
Thes parscpant has Been ervoled to B fofiowing fund Based on B plan’s defaull Ivestment selecton

Fune Neme
Voye Solton 2050 Portiolo Sov

¥ e e 40 8y GUettONS rega Ong ThE Co’aT eV Oiment IMeitmest 1eecton, Dieste COMtact your Pas Manasger

o e

€ 207 veyn re e Pan Levien LT AL B g Beserved
VOIS 870 VTye 032 BW SHEeed acerel of voye levoes Comoany

Cxca Pore 0 pusooied trowsey

Note: The screen message will vary based on the plan offerings like QDIA default enrollment, plan’s QDIA is
Managed Accounts and plan is an AAME plan

Screen Options

Click Back to go to Add/Enroll /Investments Elections screen
Click Cancel to go to the Home screen

Click Continue to go to the Add/Enroll Verify screen

Add/Enroll Verify Screen

If all of the information you entered is valid, you will see the following screen.

Add/Enroll Verify screen
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VOVA.

Voya PayCloud

Help ] Exit

Voya PayCloud Home > Participant Update Search Participant > Participant Update Participant Information > Additional Information > Contribution Elections > Investment Elections
> Verify Information

ABC INDUSTRIES - 551213

Please verify the following information and press SUBMIT to complete the operation (you may need to scroll down to view the entire page).

Participant Name Participant Address Social Security Number
ST TE-DP PO BOX 363 347642404

0.00

LITCHFIELD PARK, AZ 853400363

USA

Email Address
NICKOLASBARTHOLOMEW-DP@XYZ.COM

Date of Birth Date of Hire Status
06/23/1969 08/01/201 00-Active And Eligible
E Mail Address

NICKOLASBARTHOLOMEW-DP@XYZ.COM

Contribution Elections Source Type Amount

EE PRE TAX % 400
ROTH % 0.00
Catch-Up Contribution Elections Source Type Amount
ROTH % 0.00

< Back R o |

Screen Messages

If the participant has Morningstar Managed Account program as any part of their contribution elections, the
following message appears in the Enrollment Verification screen: “The participant has elected the
Morningstar Managed Account program. As defined by the Program, the participant's Temporary Investment
Election will be created as indicated below.”

If the participant has Morningstar Managed Account program as part of the default enroliment, the following
message appears in the Enrollment Verification screen: “This participant account has been invested in the
following fund based on the plan’s default investment provision. As defined by the Program, the participant’s
Temporary Investment Election will be created as indicated below:”

For AAME plans participating in default enroliment, the following message appears in the Enrollment
Verification screen: “This participant will be enrolled in the plan’s Asset Allocation Made Easier default model
portfolio. Please allow at least one business day before remitting contributions. If there are any questions
regarding this default enrollment investment selection, please contact Voya Plan Manager.”

If the participant has a Voya Lifetime Investment Protection fund as any part of their contribution elections, the
following message appears in the Enrollment Verification screen: “Please note that choosing VLIP for their
investment elections will automatically be assigned to the target date vintage that most closely corresponds to
their 65th birth date or to the CIT Income Fund if their target date vintage has expired.”

If the participant has both Morningstar Managed Account program and VLIP as part of their contribution
elections, both of the above messages appear.

Screen Options
Click Back to go to Add/Enroll Investment Elections screen without saving any changes o o Click
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Cancel to go the Home screen o Click
Edit to go to the Participant Information screen

Click Submit to save the changes and go to the Confirmation screen with the ability to print the screen. A
message in green font regarding successful enrollment will display in the top left of the screen.

Add/Enroll Confirmation screen — Default Enrollment option

VO\/A Voya PayCloud

Help | Exx

Voya PayCloud Home » Aca trves Cordirmation
ABC INDUSTRIES - 551213
@ Participant (Bem Brandon) successfully envolied cn 10/16/2010 at 06:0344. =L

Heve are the Cetals Of the evoiment suommed 00 DG 2019 06031

Pancoart Name Patopant Adzes S0l Locwr oy Numbde

« No ;"
Bern Brancon 63 Watl Street ook $787

Bufeio, NY W223

USA
Do ¢f B Date of Mo et
0O2MEI 070220% OO-Actve anc Uigbie
“aary Popot Fragmercy Feconl Marms Sraven
45000 00 Monghly Snge
ContBuon Dectons Sowrte Type Amonnt
L PRL TAX - 0o
RO™M b 8000
(8 . Tyve A
ROTH S 8500
GO O 1=e Nereut Lereim
No Yes

THha DATCONNE MNat DOen eroied 10 the IOwing fund Dated 01 the Dian's Celaul Investment selecton

Fund Nome

Voys S0000n 2050 Port'aio Sov

D00 808 0y QUESTONS TEONTNG THS CEZUT SVOIMEnt IMvestment Se/eCton, Dieate CONMACT yOur Pian Menager

Thz @ for Sctnt prvesomans purpeces enly TV 00t wikl Mot evele TN S0 nrol roess for e pTE Pt

Add/Enroll Confirmation screen — Default Enrollment option not performed
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VOYA

Voya PayCloud

Help | Exa

Voya PayCloud Home > AGGEnol Confrmeton
ABC INDUSTRIES - 551213
@ Panticipant (Test 4 Test Participant 4) successfully enrolied on 10/16/2019 at 07:24:59. 8 Pt

Here ore the Cetals of the envoliment suomitted on 02019 0t 072459

Partcipee heme Partcpert Address Socel Securny
Test 4 Test Porticipant 4 54 West Street xeen 5787

Bu"sio, NY 12223

UsSA
e of Brth Oote of Moo et
05141980 0022019 00-Actve and Eigie
Payrc Fraquency Veders Marmal Siatn
Monthly Single
Cory Dunon Dlectonms Sourc i Armount
EE PRE TAX - L ede ]
ROTH . 8000
Eecr yoe A
ROTH - 8500
e Cetay ~
No No
Furd Neme Across ALL Sourtes
ABCC.N 50N
LongoName s SN

Screen Options
Click Print to print a copy of the confirmation screen

Click Go to Homepage to go to the Home screen

Participant Update

Overview

The Participant Update function is used to view or change existing participant information. The fields will be
pre- populated with current values on the recordkeeping system. Click Participant Update tile on the Home
screen to go to the Participant Update screens. This option is not available for all plans.

Home screen
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Voy/:\ Voya PayCloud

Help | Exit

Voya PayCloud Home

551213 - ABC INDUSTRIES  change Pian

Select an operation from the tiles shown below

0
| 55

Add/Enroll Participant Update Batch Participant Update
Add/Enroll participant View/Update participant Update multiple participants.
information

o g

Contributions Pending/Submitted Batches Loan Repayment

Process contributions to accounts Review batch information Process loan repayments

(5]

Contributions/Loan Repayment Bank Information File Upload

Process a file with contributions.
and/or loan repayment data

W<
e

Transaction History

Add or update assigned bank Submit a file with contributions

and/or loan repayment data

View all the files submitted

The Voya PayCloud will be available during these hours:
Monday through Friday from 7:00 AM - 7:30 PM EST
Saturday from 6:00 AM - 12:00 AM EST

Sunday from 12:00 PM - 7:00 AM Monday EST

Insurance products, annuities and funding agreements are issued by Voya Retirement Insurance and Annuity Company ("VRIAC"), Windsor,
CT. VRIAC is solely responsible for its own financial condition and contractual obligations. Plan administrative services provided by VRIAC
or Voya Institutional Plan Services LLC ("VIPS"). VIPS does not engage in the sale or solicitation of securities. All companies are members of
the Voya family of companies. Securities distributed by Voya Financial Partners LLC (member SIPC) or third parties with which it has a
selling agreement. All products and services may not be available in all states.

All companies are members of the Voya family of companies.

© 2022 Voya Institwtional Plan Services, LLC. All Rights Reserved
Voya and Voya logo are registered trademarks of Voya Services Company.

Click here for supported browsers

Participant Search Screen

You can search for participants either by SSN or Last Name. You can use the fuzzy search feature by
entering the first three letters of the participant’s name in the input box and click the Search button to view

the search results on the next screen. For example, a participant search for ‘Smi’ will return the participant
names ‘Smith’, ‘Smiddey’, ‘Smithson’ etc.
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Participant Search

VOYA

Voya PayCloud

Help | Exit

Voya PayCloud Home > Panticipant Update Search Participant
ABC INDUSTRIES - 551213
Enter search criterla below

Search By

Search By SSN = Search Participant by SSN m

Search By SSN

Search By Last Name

£ Back

ya Instiutional Plan Servi

Voya and Vioya logo are reg

red trads|

Click here for suppored browsers

b
Note: Fuzzy searches do not work with SSN values. Participant SSNs must be a full nine numeric digits for the
search to function

Screen Options

Click Search to bring you to the Search Results Screen
Click Back to return to the Home screen

Search Results Screen

WVOWYA.

Voya PayCloud Home = Participant Update Search Partcipant

ABC INDUSTRIES - 551213

Select a partcipant

Voya PayCloud

Help | Exit

Search by: | select ~ Search aQ

v Number

< Back

Search results can be sorted by clicking on the Social Security Number or Participant Name column
headers. An upward orange arrow indicates sorting of the column in ascending order and a downward
orange arrow indicates sorting of the column in descending order.
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Click Back to return to the Participant Search screen
Select the Participant Name / SSN under the Search results to go to Participant Information screen

Participant Information Screen
All the information for the selected Participant will display on this screen. To update the data, simply overwrite the

current field data.

ParticipantInformation screen

Voya PayCloud User Guide

VOVYA.

Voya PayCloud

Help | Exit

ABC INDUSTRIES - 551213
Update paricipant information
Social Security Number (NNNNNNNNN]

099492652

Last Name
DECKERT-DP

Address Line 1
2608 CALIFORNIARD

City
ELKHART

L States of America

Date of Birth

08/01/1959

Termination Date (MM/DD/YYYY)

Stotus
00-Active And Eligible

Voya PayCloud Home > Participant Update Search Particizant > Participant Update Participant Information

Email Address (Optional)

JEREMIAHDECKERT-DP@XYZ.COM

First Name
JEREMIAH

Address Line 2 (Optional

0.00

]

Zip Code

485141222

Diate of Hire

02/2312015

< Back

I
Note: If the participant is eligible to participate in the plan, and notenrolled, they may be enrolled on this

screen, if applicable for your plan.

Fields

In addition to the basic demographic fields entered at enroliment (such as name and address), this screen provides
the opportunity to update the following fields:

Field

Description

Termination Date (if
applicable)

The date of termination.
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Termination Reason Reason for the termination:

* Retirement

* Permanent Disability
» Death

* Voluntary Termination

Do You Want to Make the Checking this box allows you to define contribution and investment
Participant Active? elections for the participant. The Plan Entry Date defaults to the
current date. If the plan requires the participant to define their own
contribution and investment elections, leave this box unchecked.

Has the Participant Elected Morningstar election checkbox (if applicable for your plan).
the

Morningstar Managed
Account Program?

Is this a QDIA Default Displays if the plan offers QDIA enrollment for participants that are
Enrollment? eligible but not participating. If the plan’s QDIA is Managed
Accounts, you must also select the Morningstar checkbox.

You can click on the question icon for help text. The below
information displays within a pop-up. “A Qualified Default
Investment Alternative ("QDIA") is an investment alternative or
option, as defined under rules issued by the Department of Labor,
that has been chosen by the Plan’s fiduciary in those instances
when participants fail to provide direction or instruction how to invest
monies in their retirement plan account.

Check the QDIA default enrollment box to indicate that you are
enrolling the employee into the plan's QDIA option. You will need to
set up the investment election to the appropriate QDIA option as
part of this enrollment transaction.

Do not select the QDIA default enrollment box if the employee has
submitted a signed enroliment form with any portion of the
investment election that uses the QDIA fund. For example if the
employee actively elects 100% to the plan's QDIA option, this is not
considered a defaulted investment election.

Contact Voya for further information.”

Note: This option is not available for all plans.

May, 2023 pg. 50



Is this a Default
Enrollment?

Voya PayCloud User Guide

Displays if the plan does not offer QDIA default enroliment.
You can click on the question symbol for help text. The below
information displays within a pop-up.

Check the “Is this a Default Enroliment?” checkbox if you are
performing a default enrollment to enroll the participant into the
plan’s default investment option. You will need to set up and/or
confirm the investment election to the appropriate fund based on the
plan’s investment option as part of this enroliment transaction. Do
not select the default enroliment box if the employee has submitted

a signed enrollment form and has made a positive election.

Contact Voya for further information

Leave of Absence Entry Fields

This section may not be displayed, depending on your plan’s settings. These fields reflect Leaves of Absence, and
include dates and reasons. They should only be used if a Leave of Absence is in effect for the participant.

Participant Update screen showing Leave of Absence fields

VOYA

Voya PayCloud

» ACG Ervol Confrmaton
ABC INDUSTRIES - 551213
Update parucipant informaton
e
R‘OL;JHGULDP

951 WELLINGTON ST

MARIE, ONTARIO

+

ANHRODRIGUZ-OP@XYZ COM

ANH

2 Coce
Urited States of Amenca 91758
Date of Bt
11171982 = 061622014 &
05282019 = Voiurtary Terminason
Absence Start Date (MM/DD/YYYY) = Select
Absence End ( \ YYY & Select
00-Active ang Eligibe
<8 Cancel
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Fields
Field Description
Leave of Absences Start Start date of the leave. Use the calendar icon
Date
Leave of Absence Start This field is required if a Start Date is entered. Select from:
Reason . EMLA
+  Military
. Other
Leave of Absences End The end date for a leave, if known. Use the calendar icon
Date
Leave of Absences End This field is mandatory if a Leave of Absences End Date is entered.
Reason Select from:
. Return to Active
*  Termination Status

Screen Options

Click Back to return to the Participant Search Screen
Click Cancel to go to the Home Screen

Click Continue to go to Additional Information Screen

Error Messages

If there are any errors associated with the data you entered, Voya PayCloud will display an error message
right below the field, instructing you to update the appropriate fields. Reject messages will occur if any
required fields are not updated or, in the case of the ZIP code, do not validate properly against the entered
state.

Example of a reject message: “Please enter a valid Zip Code.”
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Voya PayCloud Help | 8

Voya PayCloud Home > Participant Update Search Participant > Parucipant Update Parucipant Information
ABC INDUSTRIES - 551213
Updare participant information

Social Security Number (NNNNNNNNN.

423093770

Last Name

| ALMAN-DP

Ml |
Address Line 1
|2213B Address Line 2 (Optionat)
City State
| TULSA oK =
Country Zip Code
Unitad States of Americe - 98899
Date of Birth Date of Hire
| 1171911987 10/09/2018 |
Termination Date Termination Reasen
| 1211212018 Voluntary Termination .

Stetus
00-Acuve And Eligible

< Back ( Cancel

Additional Information Screen

This screen will vary according to plan settings, and may not appear.
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VOYA.

ABC INDUSTRIES - 551213

Update participant Information

Termination Date (Optional)

12/1212018

Alt Vest Date (Optional) (MM/DD/YYYY)

Voya PayCloud Home > Partcipant Update Search Pamicipant > Participant Update Parucipant Information > Additional Information

@

Voya PayCloud

Help | Exit

Payrell Frequency (Optional,

Select -

E Mail Addrass

Cancel l

If any hour elements are accumulated, there two fields displayed. The "YTD" field is read-only (blue text) and
comes from the current database value. The "Current"” field directly above (in black text) may be edited with a
new value. Entering a new value for the participant will change the value in the database. If the hour
elements are overlaid (YTD values each time) then only one Hours field will be displayed. The entry from the
Sponsor will overlay the value in the database each time.

Date Fields

Fields vary depending on plan settings and may not reflect all fields in the screen shown above. The
Division drop- down has a selection "Other" that will display additional divisions not in the first drop-down or
groups based on the first letter of the division name.

Field

Description

Rehire Date

Rehire Date should be populated with the employee’s most recent
hire date. By populating this field (Rehire Date), employees in a
terminated status code will be updated to an active status and all
applicable termination information will be removed.

Please advise the employee that they must establish their
contribution rates and confirm their investment allocations in the plan
on line in order to resume contributions to the savings plan.

Voya does not use this field to calculate vesting. Depending on your
plan's vesting method and service options you may be required to
update additional information to correctly calculate the vested
balances for the employee.

Contact Voya for further information
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Alternate Vesting Date Your employee’s Alternate Vesting Date is a date you use to take
into account service for vesting. If applicable, your employee’s
Alternate Vesting Date is the date that takes into account service
prior to the rehire date.

Field Description

For example, if your Employee’s rehire date is January 1, 2007
and you need to take into account an additional one year of
service prior to the rehire date, your employee’s Alternate
Vesting Date would be January 1, 2006.

Adjusted Date of Hire Your employee’s Adjusted Date of Hire is a date you use to take
into account service for vesting and eligibility. If applicable, your
employee’s Adjusted Date of Hire is the date that takes into
account service prior to the rehire date.

For example, if your Employee’s rehire date is January 1, 2007
and you need to

take into account an additional one year of service prior to the
rehire date, your employee’s Adjusted Date of Hire would be
January 1, 2006.”

Screen Options
+ Click Back to return to the Participant Information Screen
* Click Cancel to go to the Home Screen
* Click Continue to go to Participant Update Contribution Elections Screen

Participant Update Contribution Elections Screen

If your plan uses the Contribution Rate Change Service, this screen is where you may update deferral rates
that Voya maintains for the participant account. Examples may include Employee Pretax or Roth (catchup
options will display if the plan has requested to show this level of detail on the participant accounts)
elections and the source for the catchup contributions.
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Participant Update Contribution Elections screen

V O\//'\ Voya PayCloud

Help | Exit

Voya PayCloud Home > Participant Update Search Paricipant > Paricipant Update Parucipant Information > Additional Infermation > Contribution Elections
ABC INDUSTRIES - 551213
Update Participants Contriburion Elections
Contribution Elections
EE PRE TAX ROTH
Percent ~ | 50.00 % Percent + | 20.00 %

Catch-Up Ceontribution Elections
ROTH
Percent ~ 0.0

Investment Elections

#  Across ALL Scurces Elections (Same s source EE PRE TAX)

Click here for zupponad

If the Morningstar program was selected on the first screen, the election percentages as defined by the plan will
appear in place of the Investment Election source selections, as shown in the example below:

he participant hias efected the Morningstar Managed Account Program. As defined by the Frogram, the participants Temporary Investment Efection will be created as indicated below

Fund Name Percentage
Woya Fixed Account (4062) 100 %
Total 100%

[To change the Morningstar Election for this participant, please go back to Enrollment Screen.

Fields
Field Description
Amount or The mode of contributions to be used i.e. dollar amount
Percent or percent of the Contribution Elections.
Source The source for the contribution elections.

Screen Options

* Click Back to go to Additional Information Screen

+ Click Cancel to go the Home Screen

* Click Continue to go to Participant Update Investment Elections Screen
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Participant Update Investment Elections Screen

This screen will vary according to plan settings, and may not appear. It allows you to update the investment
elections by fund and amount for the participant.

Note: This screen is only available for updates if you have selected 'Make a Participant Active' on
Participant Information Screen

\ :\//\ Voya PayCloud
anciaL M y Help | Exit
Voya PayCloud Home > Partcipant Update Search Participant > Participant Update Particlpant Information > Additional Information > Contribution Elections > Investment Elections
Please see below your current Investment Elections. To view the full Investment name, hover over the Fund Name.
Search by: | Select > Search Q
Fund Name w Across ALL Sources
American Funds Nw Prspcty R3 | 0% —
ABC_IC_32 0%
Long NAme 33 0%
Long NAme 34 0%
LongName36 | 0%
Voya Solution 2035 Port Srv 0%
Voya Solution 2045 Port Srv | 0%
Voya Solution Income Pt Srv 0%
‘m_..u-._. Brrmn Paal Ers End NE | ne ’ i
Total 100 %
©2021Voye Insttutional Plen Services, LLC. All Rights &
Voye end Voya logo ere reg tredemerks of Voye Ser
Click here for supported browsers
Field Description
Fund amounts Indicates a percent value in the row for the intended

contribution fund. This value is a percentage of the
total contribution. For example, if the participant
selected an investment election of 15% of their
salary and want that to be invested equally into four
investment funds, "25" would appear at each fund.

Continue until the Total field equals 100. These
investments will be made across all sources of money

Participant Update Investment Elections screen — No Default Enrollment
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If you have chosen to perform a default enroliment for the participant on the Participant Information Screen,
then based on the plan settings the Investment Elections screen will present the Default Investment Option

for the plan that the participant has been enrolled into.

Participant Update Investment Elections screen — Default Enroliment
Y OYA.

YA Voya PayCloud P
Vaya PayCloud Home > Add/Enroll > Add/Enroll Paricipant Information > Additional Information > Contribution Elections > Invesiment Elections

ABC INDUSTRIES - 551213

Thes parscpant has Been ervoted 1o the foSowing fund Dased on The PLAN 5 Sefault FVeLUTErT Lelecson

Fuse Nave

Voy e Solton 20%0 Potiono Sov

Fihere 6°® 8y GUESTONS TEga TNG The Celast v oimel IMestmet Leleclon, Sieaie COLact your Pias Maneger

Note: The screen message will vary based on the plan offerings like QDIA default enrollment, plan’s QDIA is
Managed Accounts and plan is an AAME plan

Screen Options
Click Back to go to the Participant Update Contribution Elections screen
Click Cancel to go to the Home screen -« Click Continue to go to the Participant Update Verify Information Screen

Error Messages

If the Contribution Elections Type and Catch-Up Contribution Elections Type do not match (both in dollar
amount or percentage), the following error message appears: This participant currently has both $ and %
Catch-up election types on file. Contribution election types must match across all Catch-up sources. Please
reach out to your Voya Payroll contact for assistance.

Participant Update Verify Information Screen
You can verify the updates made on the below screen before completing enroliment.

Participant Update Verify Information Screen — No Default Enroliment
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VOYA ¥
Pruancia ‘oya PayCloud
. Yy 4 Help | Exit
Voya PayCloud Home > Participant Update Search Participant > Participant Update Participant Information > Additional Information > Contribution Elections > Investment Elections
> Verify Information
ABC INDUSTRIES - 551213
Please verlify the following Information and press SUBMIT to complete the operation (you may need to scroll down to view the entire page).
Participant Name Participant Address Soclal Security Number
YICKY ALMAN-DP 22138 423093770
TULSA, OK 73001
UsA
Date of Birth Date of Hire Status
11911987 10/09/2018 00-Active And Eligible
Termination Date Termination Reason
1212/2018 Voluntary Termination
Termination Date E Mall Address
12/12/2018 test@gmail.com
Contribution Elections Source Type Amount
EE PRE TAX % 50.00
ROTH % 20.00
Catch-Up Contribution Elections Source Amount
ROTH 0.00
< Back [ Cancel ] [ Edit ] m
©2021Voya Insttutions! Plen Services, LLC. All Rights Reserved.
Voya end Voya logo e o traciemarks of Voya Services Compsny.
Cilck here for supported
Participant Update Verify Information Screen — Default Enroliment
V:\/‘ . Voya PayCloud
ancinL Y Y Help | Exit
Voya PayCloud Home > Participant Update Search Participant > Participant Update Participant Information > Additional Information > Contribution Elections > Investment Electicns

> Verify Information

ABC INDUSTRIES - 551213

Please verlify the following Information and press SUBMIT to complete the operation (you may need to scroll down to view the entire page).

Participant Name Participant Address Soclal Security Number
YICKY ALMAN-DP 22138 423093770

TULSA, OK 73001

usa
Date of Birth Date of Hire Status
11/19/1987 10/09/2018 00-Active And Eligible
Termination Date Termination Reason
12/12/2018 Voluntary Termination
Termination Date E Mall Address
12/12/2018 test@gmail.com
Contribution Elections Source Type Amount
EE PRE TAX % 50.00
ROTH % 20.00
Catch-Up Contribution Elections Source Type Amount
ROTH % 0.00

< Back

) )

1Voya Institut

1 Plen Services, LLC. All Rights Reserved,

Voye end Voya logo & ed raclemarks of

vices Compeny.

Click here for supported brov:

Screen Options

Click Back to go to the Participant Update Investment Elections Screen

Click Cancel to go to the Home Screen

Click Edit to go to the Participant Information screen

Click Submit to save the changes and go to the Confirmation Screen with the ability to print the screen. A message
in green font regarding successful participant update will display in the top left of the screen.
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Participant Update Confirmation screen — No Default Enrollment

V :\/A Voya PayCloud
Financy Y 3% Help | Exit
Voya PayCloud Home > Participant Update Cenfirmation
ABC INDUSTRIES - 551213
o . B Print
Participant successfully updated.
This participant update was submitted on 11/10/2021 at 06:03:58.
Participant Name Participant Address Soclal Security Number
YICKY ALMAN-DP 22138 423093770
TULSA, OK 73001
USA
Date of Birth Date of Hire Status
1119/1987 10/09/2018 00-Active And Eligible
Termination Date Termination Reason
12/12/2018 Voluntary Termination
Termination Date E Mail Address
12/12/2018 test@gmail.com
Contribution Elections Source Type Amount
EE PRE TAX % 50.00
ROTH % 20.00
Caich-Up Contribution Elections Source Type Amount
ROTH % 0.00
©2021Voya Insttutionsl Plen Services, LLC. All Rights Reserved.
Voya end Voya logo ere registered wrademarks of Voya Services Compeny.
jck here for syoported browcers
Participant Update Confirmation screen — Default Enroliment
YA Voya PayCloud i) e

Voya PayCloud Home = Participant Update Confirmation
ABC INDUSTRIES - 551213
B Print

@ Panticipant successfully updated.
This participant update was submitted on 11/10/2021 at 06:03:58.

Perticipant Name Participant Address Soclal Security Number
YICKY ALMAN-DP 22138 423093770

TULSA, OK 73001

UsA
Date of Birth Date of Hire Status
11/19/1987 10/09/2018 00-Active And Eligible
Termination Date Termination Reason
12/12/2018 Voluntary Termination
Termination Date E Mail Address
12/12/2018 test@gmall.com
Contribution Elections Source Type Amount
EE PRE TAX % 50.00
ROTH % 20.00
Catch-Up Contribution Elections Source Type Amount
ROTH % 0.00

Go To Homepage

©2021Voya Instnni

Voye end Voyo logo ara

e s itk

Screen Options

Click Print to print a copy of the confirmation screen « Click Go to Homepage to go to the Home screen
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Batch Participant Update

Overview

As with other transactions in Voya PayCloud, you can either import a batch file of updates, or you can do it
manually. Click Batch Participant Update tile on the Home screen to go to the Batch participant pages.

Home screen

VOVYA

FINANCIAL

Voya PayCloud

Help | Exit

Voya PayCloud Home

551213 - ABC INDUSTRIES

Select an operation from the tiles shown below

Change Plan

)

Add/Enroll

Add/Enroll participant

©

Contributions

Process contributions to accounts.

Contributions/Loan Repayment

Process a file with contributions
and/or loan repayment data

,
e

Batch Participant Update

s

Participant Update

View/Update participant
information

Update multiple participants

&

Loan Repayment

Pending/Submitted Batches

Review batch information Process loan repayments

Bank Information File Upload

Submit a file with contributions
and/or loan repayment data

Add or update assigned bank

(e
55

Transaction History

View all the files submitted

The Voya PayCloud will be available during these hours:
Monday through Friday from 7:00 AM - 7:30 PM EST
Saturday from 6:00 AM - 12:00 AM EST
Sunday from 12:00 PM - 7:00 AM Monday EST

Insurance products, annuities and funding agreements are issued by Voya Retirement Insurance and Annuity Company ("VRIAC"), Windsor,
CT. VRIAC is solely responsible for its own financial condition and contractual obligations. Plan administrative services provided by VRIAC
or Voya Institutional Plan Services LLC ("VIPS"). VIPS does not engage in the sale or solicitation of securities. All companies are members of
the Voya family of companies. Securities distributed by Voya Financial Partners LLC (member SIPC) or third parties with which it has a
selling agreement. All products and services may not be available in all states.

All companies are members of the Voya family of companies.

© 2022 Voya Institutional Plan Services, LLC. All RIghts Reserved.

Voya and Voya logo are registered trademarks of Voya Services Company.

Click here for supported browsers

Batch Participant Import Screen
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If the plan has Batch Participant File import activated, the first screen will be an option to import a file. If you
select the ‘Upload a File’ radio button, you will be presented with a File Browse section where you

may select the appropriate file to be imported. To use the Import File feature, you must use Internet
Explorer version 7.0 or higher.

Batch Participant Update _ Import File screen

V O\\/Ai\

Voya PayCloud

Help | Exit

Voya PayCloud Home > Batch Participant Import

ABC INDUSTRIES - 551213

To do a Batch Participant Update, would you like to upload a file containing participant data?
~) Upload a file
| have a file with participant(s) data that | would like to Import.

@ Process Batch participant update manually
I will manually enter the participant data.

©2021 Voya Institutional Plan Services, LLC. All Rights Reserved.

Voya and Voya logo are registered trademarks of Voya Servic

Click here for supported browsers

Screen Options
* Select Process Batch participant update manually and click the Continue button to go to the Field
Selection screen Select ‘Upload a file’ to select a file to import + Select Back to return to the Home screen

If you select the ‘Upload a file’ radio button, you will be presented with a File Browse section where you may select
the appropriate file to be imported.
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VOVYA.

Voya PayCloud

Help | Exit

Voya PayCloud Home > Batch Participant Import

ABC INDUSTRIES - 551213
To do a Batch Participant Update, would you like to upload a file containing participant data?

@ Upload a file
| have a file with participant(s) data that | would like to Import

(_) Process Batch participant update manually
1 Wil manually enter the participant cata.

Select a Flile

Browse

B View Sample File for formatting instructions

< Back

File Browse

For any file import, the file must follow the rules below. The file type must be one of the following formats:

Excel spreadsheet (.xls, .xIsx and .xlsm)
Comma delimited file (.csv)
Plain text (.txt)

fix

.dat

.mdo

.md5

.pay

.wk3

.wk4

.prn

General rules

The imported file size must be greater than zero and less than 5MB.
All SSNs must have nine digits; leading zeroes must be included.

Note: When you are in the process of creating a template, and attempt to change screens, you will be

prompted to save the template.

Templates Screen

After you have selected Next from the File Browse screen, you will see the Select Template screen. From here you

can:

Select a template
Add a new template
Delete a template
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A template contains the format you define for the import file, including column headings. After you select
your file, you’ll define which column contains SSN, First Name, Last Name, etc. A new template can be
saved, so that you can reuse it or modify it to create another template for the next file import. When
importing a file, verify that the template you selected contains the correct number of columns to
accommodate the number of columns in the file so the imported file data formats correctly. You can add

columns to an existing template or, if necessary, click Create New Template to create a new template that
matches the format of the imported file.

Templates screen

VOYA.

Voya PayCloud Help | Ext

Voya PayCloud Home > Batch Participant Import > Templates
ABC INDUSTRIES - 551213

You can select an existing template or create a new one by selecting from the options below. If you use an existing template, please verify that any new celumns added to your file have also
been added to the selected template to ensure detall will import correctly.

Please be advised that Division/Location column is required.

Existing Template

Selsct L 3 Create New Template

€ Back

© 2021 Voyz Institutional Plan Services, LLC. All Rights Reserved

Voye and Voya logo are registered tacemerks of Voya Services Company.

Click here for supporied browsers

Screen Options
» Click Browse to select file to import

Click View Sample File for formatting instructions to open a PDF file showing formatting rules
* Click Back to return to the Home screen

* Click Continue to go to the Templates screen

Screen Options

+ Select an existing template from the list of saved templates using the
drop down.

o Click Go after selecting a template to go to the Existing Template screen o Click Delete to delete the selected template
+ Click Create New Template to go to the Create Template screen
* Click Back to go to the Batch Participant Import screen
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Create Template Screen
You will see this screen if you selected Create New Template. It is used to create a new template for an imported
file. When creating a new template the following rules apply:

New template name has a maximum of 15 characters for fixed width files and 20 characters for .csv and excel file
formats.

A maximum of 50 templates can be saved per plan.

Optional data elements enabled for Enrollment will also be displayed. The override name for the optional data
element will be displayed.

A value of “Not Applicable” will also be displayed to exclude any columns from the imported file.

The new template may require a “Division/Location “column (If authorized for the plan).
At any time while you are creating a template, you can click the Save Template button to save your changes.

Create Template screen

\/( \ /
b Voya PayCloud
Y y Help | Exit
Voya PayCloud Home > Batch Participant Import > Templates > Create Template
Create a new template
“ New Template Name
o From top to botiom, how many rows woulkl o From bottom 10 top, how many rows would
you like to remove. you like to remove.
Headers Trallers
No Headers - @ No Tratlers - @
o Now select each column title:
Select an appropriate heading from the dropdewn list for each column. To bypass a column, select Not Applicable.
A ] c o E F
Column 1 - Column 2 v Column 3 - Column 4 - Column 5 v Column 6 b
1 SSN Last Name First Name ADDR1 ADDR 2 Crty 8
2 415-40-9607 Lisa Haydon m3e Vatican C
3 187-596-265 LN Fn 12 1212 CK <
£ Back

You must select a column heading for each column. See the sample images below that illustrate the Column
Heading selections and the field definitions for more information.

Create column headings
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/OYA
/ " Voya PayCloud Help | Ex
Voya PayCloud Home > Batch Participant import > Templates > Create Template
ABC INDUSTRIES - 551213
Create a new template
0 New Template Name
From top to botiom, how many rows would From bottom 1o top; how many rows would
o you b(@V:O remove. o you like to remove.
Tratlers
- @ No Trailers - @
Now select each column ttle
Select an appropriate heading from the dropdown list for each column. To bypass a column, select Not Applicable.
A 8 c ) £ £
Column 1 - | Column2 ~ | Coumn3 ~ | Column4 ~ | CoumnsS ~ | Coumné -

1 Colamn’y Last Name First Name ADDR1 ADDR 2 Cry r

2 &‘1 Hi 1’ Lisa Haydon m3B Vatican C

3 et LN Fn 12 1212 oK 4

M U
q )
< Back Cancel
Field
S

Field Description
New Template Name Enter a name for the new template.
From top to bottom, Select the number of header rows contained in the import file.
how many rows would Options include “No Headers” (default), and the values 1-9.
you like to remove? When the file is imported, these header fields will be ignored to

obtain the file data. They will still appear on this screen to help
you select the column headings

Upon clicking the question icon, the following text will display within
a pop-up.

“Select the number of headers contained in the import file. Options
include “No

Headers” (default), and the values 1-9. When the file is imported,
these header fields will be ignored.”
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From bottom to top, Select the number of trailer rows contained in the import file.
how many rows would Options include “No Trailers” (default), and the values 1-9. When
you like to remove? the file is imported, these trailer fields will be ignored.

Upon clicking the question icon, the following text will display within
a pop-up.

“Select the number of trailers contained in the import file.
Options include “No Trailers” (default), and the values 1-9. When
the file is imported, these trailer fields will be ignored.”

Column Headings Select a heading name for each column from the drop-down list.
The list consists of the basic information such as name and
Social Security number, the optional fields set as 'Required or
Updateable' for the respective modules of the plan and an entry
for each available source in the plan. To bypass a column,
including name, select Not Applicable.

Screen Options

Click Back to go to the Templates screen.

Click Cancel to go to the Home screen

Click Save and Continue to save the template and perform validations. See the Error Corrections section below
for possible error messages and their meanings. This step also removes formatting marks from the imported data.
If there are no errors, you will be taken to the Verification screen

Click Save Template to save the template

Map Column Header Screen

If you import a file other than an Excel or .csv, you will see a screen to select columns to appear in your new
template.
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/ Voya PayCloud Helo | Exit
Voya PayCloud Home > Batch Particivant Import > Templates > Test Tempiate 3 Template
ABC INDUSTRIES - 551213
Extsting Template
©  restrenpites
From 10p to bottom. how many rows would o From bottom 1o top, how many rows would
you like to remove. you lixe 10 remove.
Headers Trallers
Ne Heacers - 9 No Tratiars -
° Nows select each column title:
Add template fiekds
Fleid Type
Select » Starting Position Field Length
Field Name SingPouton  Fleid Longth
Soclal Securkty Number 1 ° ot
| Update Data
Uploaded Data
Soclal Security Number Zip Code
656565555 0002 —i
507152275 0002
254354354 0001
684773590 0001
382833664 0001
657606288 oot —]
< Back

You can add template fields by selecting Field Type, Starting Position and Field Length. Click Add Field to
add the field. The added fields will appear in the section below. You can either Edit or Delete an added

field. Click Update Data to upload the data from the import file.

Existing Template Screen

If you select an existing template you will see the screen below. Existing templates can be modified and saved.
Simply make any changes you need to make to any editable field, just as in the new template screen.
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VOVA

FINANCIAL

Voya PayCloud

Help | Exit

ABC INDUSTRIES - 551213

Existing Template
Test Template 10

you like to remove.

Headers
1

Now select each column title:

0

A

o From top to bottom, how many rows would

(2}

Voya PayCloud Home > Batch Participant Import » Templates > Test Template 10 Template

From bottom to top, how many rows would

you like to remove.

Trallers

No Trallers

c

1}

This template can be modified by selecting a new heading from the drop down list. To bypass a column, select Not Applicable.

E

Social Security Number ~ Not Applicable e Not Applicable Ll Address Linel = Address Line2 o
1 SSN ROLLOVER EE PRETAX ERPROAT DiviLoc
2 013-45-9998 2000 400 1700 1006
3 313-43-7023 15.00 200 1800 1006
4 321546123 12 22 0.00 1006
{Back Save And Continue

Fields

Field

Description

Existing Template

Template name.

From top to bottom,
how many rows would
you like to remove?

The number of headers can be selected. Upon clicking the
question icon, the following text will display within a pop-up.

“Select the number of headers contained in the import file. Options
include “No Headers” (default), and the values 1-9. When the file is
imported, these header fields will be ignored.”

From bottom to top,
how many rows would
you like to remove?

The number of trailers can be selected. Upon clicking the question
icon, the following text will display within a pop-up.

“Select the number of trailers contained in the import file. Options
include “No

Trailers” (default), and the values 1-9. When the file is imported,
these trailer fields will be ignored.”
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Screen Options

Click Back to go to the Templates screen.

Click Cancel to go to the Home screen

Click Save and Continue to save template and perform validations. See the Error Corrections section below for
possible error messages and their meanings. This step also removes formatting marks from the imported data. If
there are no errors, you will be taken to the Batch Participant Update Audit Verify Information screen -« Click Save
Template to save template

Error Corrections

In case of errors upon clicking Save and Continue, the screen appears as below. Click View Error
Messages to get a detailed view on the errors. A pop-up will display showing the error. All fields can be
edited on this screen by manually clicking in the cell and typing the correct data.

Error Messages screen

VOYA,

Voya PayCloud Home > Batch Participant Import > Templates > Test Template 10 Tempiate

ABC INDUSTRIES - 551213

Voya PayCloud

Help | Exit

0"’ plate last saved on W day, N ber 10th, 2021 06:33:41 AM

View Error Messages

Extating Template

© |estrmpeero

o From tep to bottom. how many rows wou'ld e From bottom to top, how many rows would
you like 1o remove. you like to remove.

Hezaders Trallers

- @ No Tral'srs - @

o Now sefect &ach column tive:

This template can be modified by selecting a new heading from the drop down list To bypass a column. select Not Applicable.

A B C D E
Social Security Number ~ Not Applicable - Not Applicable » Address Line! - Address Line2 -
1 SSN ROLLOVER EE PRETAX ERFROAT Diwloc
2 013-45-9998 2000 400 |117.00 1006
3 313437023 15.00 200 [[12.00 1008
« EEEE 12 122 0.00 1008

Screen Options
Click Back to go to the Templates screen.
Click Cancel to go to the Home screen

Click Save and Continue after correcting errors to re-validate. Based on successful validation you will be taken to
the Batch Participant Update Audit Verify Information screen « Click Save Template to save the template
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B Print

Errors

SSN Name  Error

013-45-9998 Participant with SSN 013-45-8998 not found. Ifit is a new employee, add the participant by selecting the
Add/Enrollment feaiure.

313-43-7023 Participant with SSN 313-43-7023 not found. I it is a new employee, add the participant by selecting the
Add/Enroliment feature.

321546123 Participant with SSN 321546123 not found. IT it is a new employee, add the participant by selecting the
Add/Enroliment feature.

Screen Options

Click Print to print the errors
Click Done to close the pop-up and return to the Create Template screen for correcting the errors

Batch Participant Update Audit Verify Information Screen
This is the final step in importing the file. No further changes will be allowed after this screen.

Verification screen

\/ Voya PayCloud Help | Exit
Voya PayCloud Home > Batch Participant Import > Templates > NewT18PU Template > Verify Information
ABC INDUSTRIES - 551213
Please verify the following information
NOTE that the operation will not be completed until you click Submit.
Search by: | Select ~ | | Search Q
Soclal Security Number First Name Last Name State Emall Address Zip Code Date of Birth
849859458 TEST TEST PARTICIPANT 2 NY test@gmall.com 14223 07071987
430136261 GAYLORD ARRELLANO-DP WA tdst2@gmall.com 980423006 09091985

q

By selecting "Submit", this information will be submitted with no further changes allowed. Select Back to retur to the previous page.

{ Back

Click here for supported browsers

Screen Options
Click Back to go to the Create Template screen

Click Cancel to go to the Home screen
Click Submit to submit the participant data and go to the Batch Participant Confirmation screen. This may take a

few seconds
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Confirmation Screen

VOYA.

Voya PayCloud

Help | Ext

Voya PayCloud Home > Batch Participant Confirmation
ABC INDUSTRIES - 551213
8 pint
Your file has been successfully Imported.

Your file had 2 records, of which 2 records had changes. The information for these participants have been updated to our system on 11/10/2021 at 07:48:18.

Select Done 10 retum to the Plan home page.

Screen Options

Click Print to print the Confirmation screen
Click Done to return to the Home screen

Field Selection Screen
If you selected ‘Process Batch participant update manually’ on the Batch Participant Import screen, you will
see a screen that allows you to select the columns that will appear on the Batch Participant Update screen.
Select the fields for update by checking the box next to it. Some of the fields in the list will only be shown,
not updated.

Field Selection Screen [Screen 1]

........ Voya PayCloud Help | Exit

Voya PayCloud Home > Batch Participant Impert > Field Selection
ABC INDUSTRIES - 551213

The foliowing fields (unless otherwise indicated) are available for updates by enabling the checkbox. Note that the field marxed inquiry only are displayed for your convenience and are not
availadle for updates.

NAME
ADDRESS

EMPLOYEE STATUS (Inquiry Only)
DATE OF BIRTH

DATE OF HIRE

ALT VEST DATE (Inquiry Only)
PAYROLL FREQUENCY (Inquiry Only)

REHIRE DATE (Inquiry Only)
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Screen Options

Click Back to go to the Batch Participant Import /Home screen depending on the plan settings
Click Cancel to go to the Home screen

Click Continue to go to the Batch Participant Update Screen

Batch Participant Update Screen

The Batch Participant Update screen below allows you to update information for multiple participants in one
step. It displays the participant information you selected on the previous screen. You can narrow the field of
participants listed by using the Active Participants and Select Division/Location fields (see below). You can

sort the participant information by clicking on the column headers. An upward orange arrow indicates

sorting of the column in ascending order and a downward orange arrow indicates sorting of the column in
descending order.

There are two ways to change existing information for participants:

Select the appropriate fields on the previous screen, then simply change the information right in the fields on
this screen

Click the participant name to open the Participant Update screen for that participant. Make your changes and

click Continue. The individual changes will be saved and the Batch Participant Update screen will appear
again.

Once you have made all the desired changes, click the Submit button to save all changes in one batch and
proceed to the Batch Participant Confirmation screen

Batch Participant Update screen

y Voya PayCloud Help | Exit
Voya PayCloud Home > Batch Participant Import > Field Selection > Batch Participant Update
Select Division/Location | o -
‘ 0001 HARDWOODS SPECIALTY PRODUCTS -
@® Display Active Participants Only
O Display Al
Searchby: | Select = [ Search la
Name w SSN w First Name w Last Name w M w Address Linel v Address Line2 v
LAST_NAME U, TESTING_.. 012686501 TESTING_U LAST_NAME U u 100 MAIN ST 100 MAINSTI “™
BARNETT-DPIWE, HAMILT.. 014480274 HAMILTON BARNETT-DPIWE QWEQ 801 JEFFERSON AVEat a2 UPDATE
HELDT.DP, RON QWEF 021674040 RON HELDT-DP QWEF 33055 500E 000
GOTCHERDP,ROBBIEQ... 026655190 ROBBIE GOTCHER-DP1 QWEF 501 NORCROSS LN 000
PARAS-DP. JUNIORQEWWE 027657203 JUNIORGEWWE PARAS-DP 10950 ARROW RTE 000
=k -
BONELLI-DP, BUCK 028837868 q{ ) .
By clicking on a participant's name, you can link to the Participant Update section to view or update participant information.
© 2021 Voya Instrutions! Pian Senvices, LLC. All Rights Reserved.
Voya 20 oy logo are regstered frademarks of Voya Sevices Company.
Click here for supported browsers
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Fields

Field Description

Select Division/Location Changes divisions to display participants. Only divisions that
you have prior access to will be selectable. Select the
appropriate division (if applicable). Multiple divisions can be
selected by clicking on the division name. Selected divisions are
displayed with “X” icon. Click the “X” to deselect a division.

Selected Divisions are displayed in bold in the dropdown and
the user can deselect the same by clicking on the division
name. This field is only displayed for plans that maintain
different divisions or locations for their participants.

Select All Divisions To select all divisions listed.

Display Active Select this option to display all active participants in the plan.
Participants Only

Display Active and Select this option to display only active and ineligible participants
Ineligible Participants in the plan Clicking on the help icon will display the below textin a
pop-up:

“Select this option if you wish to include participants which are
either in an active status or an ineligible status.”

Display All Participants Select this option to display all participants in the plan
Hide Terminated Uncheck this box to display the terminated participants in the
Participants plan. This box is checked by default and does not display the

terminated participants

All other fields You can edit any information in the lower part of the screen,
except the Participant Name and SSN.

Note: Please make sure that all dates entered conform to the format MMDDYYYY with no slashes. If dates are
entered incorrectly, an error message will appear after you click the Submit button and all dates must be corrected

Screen Options

Click Back to go to the Field Selection screen

Click Cancel to go to the Home screen

Click Submit to save the changes and go to the Batch Participant Confirmation Screen with the ability to print the
screen
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Confirmation screen

/OYA

Voya PayCloud Help | Ext

ayCloud Home > Batch Participant Confirmation

ABC INDUSTRIES - 551213

Your betch hes been successfully updated.

0 participant has been updated on to the recordkeeping system.

Screen Options

Click Print to print a copy of the Confirmation screen
Click Go to Homepage to go to the Home screen

Contributio
ns

Overview

The Contribution section allows you to enter payroll contributions. This section includes the functions:
Importing a contribution file (if allowed for your plan type)

Contribution set-up screen

Entering payroll data

If the plan has Contributions File Import activated, the Contributions Set Up screen will provide an option to
import a file. After successfully importing a file, it will be added to the Pending/Submitted Batches list,
where you can make final edits before manual submission. Click Contribution tile on the Home screen to
go to the

Contributions pages.
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Home screen
VOVYA.

Voya PayCloud Help | Exit

Voya PayCloud Home

551213 - ABC INDUSTRIES  change Plan

Select an operation from the tiles shown below

(2] o)
I R ——
1 S
Add/Enroll Participant Update Batch Participant Update
Add/Enroll participant View/Update participant Update multiple participants
information
(S = 8
p = ®
Contributions Pending/Submitted Batches Loan Repayment
Process contributions to accounts Review batch information Process loan repayments

S 00 =

Contributions/Loan Repayment Bank Information File Upload

Process a file with contributions.

Add or update assigned bank
and/or loan repayment data

Submit a file with contributions
and/or loan repayment data

o
F—

Transaction History

View all the files submitted

The Voya PayCloud will be available during these hours:
Monday through Friday from 7:00 AM - 7:30 PM EST
Saturday from 6:00 AM - 12:00 AM EST

Sunday from 12:00 PM - 7:00 AM Monday EST

Insurance products, annuities and funding agreements are issued by Voya Retirement Insurance and Annuity Company ("VRIAC"), Windsor,
CT. VRIAC is solely responsible for its own financial condition and contractual obligations. Plan administrative services provided by VRIAC
or Voya Institutional Plan Services LLC ("VIPS"). VIPS does not engage in the sale or solicitation of securities. All companies are members of
the Voya family of companies. Securities distributed by Voya Financial Partners LLC (member SIPC) or third parties with which it has a
selling agreement. All proclucts and services may not be available in all states.

All companies are members of the Voya family of companies.

© 2022 Voya Instwtional Plan Services, LLC. All Rights Reserved.
Voya and Voya logo are registered trademarks of Voya Services Company.

Click here for supported browsers

Contributions Set Up Screen

The Contribution Set up screen allows you to enter the Contribution set up data — Batch Name, Payroll
Date, Select Prefunded Account Contribution or Participant Account Contribution, Division fields, Copy
Payroll Data from, Sources.

If you select the “Upload a File’ radio button for Import a File, you will be presented with a File Browse
section where you may select the appropriate file to be imported. If you want to make manual updates,
select the “Process Contributions Manually’ radio button and enter the Contribution set up data and click
Continue to go to Contributions Payroll Input screen for batch processing.

Note: File upload feature is not applicable for Prefunded Account Contribution
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Contributions Set Up screen with ‘Process Contributions Manually’ Prefunded Account Contributions
Selected
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VOYA

Voya PayCloud Home > Contributions

ABC INDUSTRIES - 551213

To process contributions to accounts:

Voya PayCloud Help | Exit

Please give this batch a name and enter a Payroll Date.

Payroll date Is used to clarfy Current vs. Prior Year contributions as it appiies to the IRS Limits.

| Baten Name |@ | PayrollDate (miDDIYYYY)

® Prefunded Account Contribution What's This?
(O Participant Account Contribution

The following sources are available to be included in your batch. Should you copy
from an existing batch, the default sources will be populated based on the batch
copied. If you need to add or delete sources from the batch, check or uncheck the
sources as applicable.

Avallable Sources to Include In Batch

EE PRETAX

ROTH ROLL

ROLLOVER

ROTH

TAKEOVER
SH MATCH

KX KK KX

< Back

©2021 Voya Instrutional Plan Services, LLC. All Rights Reserved.

Voya &nd Vioya logo are registered trademarks of Voya Senvices Company.

Click here for supported browsers

Contributions Set Up screen with File Import activated & Participant Account Contributions Selected.

\/O\*//‘\ Voya PayCloud

FINANCIAL

Help | Exit

Voya PayCloud Home > Contributions

ABC INDUSTRIES - 551213

To p contributions to nts:

o Please give this batch a name and enter a Payroll Date

Payroll date is used to clarify Current vs. Prior Year contributions as it applies to the IRS Limits,

Batch Name Payroll Date
| batch name | @ 07/06/2022 |t
) Prefunded Account Contribution What's This?

@ Participant Account Contribution

@ Display Active Participants Only
) Display All

e Would you like to upload a file containing participant data?

@ Upload a file
I have a file with participant(s) data that | would like 1o Import

) Process contributions manually
1 will manually enter the participant data

Select a file

Brow:

B View Sample File for formatting Instructions

< Back

© 2022 Voya Institutional Plan Services, LLC. All Rights Reserved.

Voya and Voya logo are registered trademarks of Voya Services Company.

Click here for supported browsers
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Contributions Set Up screen with ‘Process contributions manually’ option selected for Participant Account

Contribution

VOYA

Voya PayCloud

Help | Exit

Voya PayCloud Home > Contributions

ABC INDUSTRIES - 551213
To process contributions to accounts:
o Please give this batch a name and enter a Payroll Date.

Payroll date 1< used to clanify Current vs. Prior Year contributions as it applies 1o th

| Batch Name | @ Payroll Date (MM/DD/YYYY)

() Prefunded Account Contribution What's This?

@ Participant Account Contrioution

@® Display Active Participants Only
) Display All
e Would you like to upload a file containing participant data?
() Upload a file
I have afile with participant(s) data that | would like to Import.
® Process contributions manually
Twill manually enter the participant data.
Display Participants With Contributions
Copy Payroll Data From

Select -

The following sources are available to be included in your batch. Should you copy
from an existing batch, the default sources will be populated based on the batch
copied. If you need to add or delete sources from the datch, check or uncheck the
sources as applicable.

Avallable Sources to Include In Batch

EE PRE TAX

ROTH ROLL

ROLLOVER

ROTH

TAKEOVER

CI NI MEIMEIREIRES

SH MATCH

< Back

Field

Field

Description

Batch Name Required field is used for memo purposes only. It allows you to enter a

description for the payroll you are creating, so the description hame is
entirely your decision. For example, it may be helpful to differentiate
between your hourly payroll and salary payroll.

Click on “i” symbol next to the field. The following text will display:

“The batch name must contain no more than 20 alpha-numeric characters or
spaces and cannot include commas.”
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Payroll Date Select the dates using the calendar icon. Payroll dates for the following year
(up to January 15) can be submitted from December 15 to 31. Payroll dates
after January 15 must be submitted after January 1.

Note: Please use the correct plan year payroll date when remitting
contributions. The payroll date is used to clarify Current vs. Prior Year
contributions as it applies to the IRS Limits.

Prefunded Account Select this option to contribute to the Prefunded Account through
Contribution the contribution batch

Note: This option will display depending on the plan settings

Clicking on the ‘What’s this?’ link will open the Prefunded
Account Guide in a new window

Participant Account Select this option to contribute to the Participant Account through
Contribution the contribution batch

Display Active Participants Select this option to include only active participants in the

Only contribution batch. This is selected by default

Note: This option is available for selection only for
Participant Account Contribution

Display Active and Select this option to include participants which are either in an
Ineligible Participants active status or ineligible status in the contribution batch
Only

Clicking on the help icon will display the below text in a pop-up:
“Select this option if you wish to include participants which are
either in an active status or an ineligible status.”

IE Note: This option is available for selection (depending on
plan settings) only for Participant Account Contribution

Display All Participants Select this option to include all participants in the contribution
batch

Note: This option is available for selection only for
Participant Account Contribution

Select All Division/Location Check this box to select all the divisions/locations in the plan for
the batch (may not appear, depending on plan settings).
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Select Division/Location Changes divisions to display participants. Only divisions that
you have prior access to will be selectable. Select the
appropriate division (if applicable). Multiple divisions can be
selected by clicking on the division name. Selected divisions are
displayed with “X” icon. Click the “X” to deselect a division.
Selected Divisions are displayed in bold in the dropdown and
the user can deselect the same by clicking on the division name.
This field is only displayed for plans that maintain different
divisions or locations for their participants.

Display Participants with Filters for only the active plan participants that have made
Contributions contributions (optional). This does not include active participants
that have not contributed.

Note: If you select the option to display participant with
contribution, you must also select a batch to copy from. This
option is applicable only for Participant Account Contribution

Copy Payroll Data From This field contains a drop-down list of previously submitted
payroll files (may not appear, depending on plan settings).

You can choose to create a new payroll and copy the

financial data from your last payroll. This may be helpful if
your payroll does not contain many changes. This data can
include hours,

(which can be accumulated provided your plan is set up for this

function).

Note: Previously submitted payroll files are sorted by
pay date, with the most recent batch displayed first. This
option is applicable only for Participant Account Contribution

Source Selection Checked sources will appear on the following batch screen.
If you have chosen to copy payroll data from a previously
submitted payroll file, the default sources will be
prepopulated based on the file copied. You can add or
delete sources (check or uncheck) as applicable.

Screen Options

Click Back to return to the Home screen

Select Process contributions manually for Import a File and click Continue to go to the Contributions Payroll
Input screen

Contributions Set Up screen with ‘Upload a File’ option selected for File Import
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VOYA:

Voya PayCloud Help | Exit

Voya PayCloud Home > Contrioutions

ABC INDUSTRIES - 551213

To process contributions to accounts:

o Please

Payroil

his batch a name and enter a Payroll Date.

used to clanfy Current vs. Frior Year contributions as it applies 10 the IRS Limits.

| Bateh Name 7} Payroll Date (MM/DD/YYYY)

O Prefunded Account Contribution What's This?
@ Panticipant Account Contribution
@ Display Active Participants Only
O Display All
e Would you like to upload a file containing participant data?

@ Upload afile
I have a file with participantis) data that I would like to import.

(© Process contributions manually
Fwall manually enter the paricipant data

Selectafile

Browse.

B Vview Sample File for formatting instructions.

< Back

Fields

Field Description

Batch Required field is used for memo purposes only. It allows you to enter a
Name description for the payroll you are creating, so the description name is entirely

payroll and salary payroll.

Click on question icon next to the field. The following text will display

“The batch name must contain no more than 20 alpha-numeric characters or
spaces and cannot include commas.”

Payroll Select the dates using the calendar icon. Payroll dates for the following year (up
Date to January 15) can be submitted from December 15 to 31. Payroll dates after
January 15 must be submitted after January 1.

Note: Please use the correct plan year payroll date when remitting contributions.

to the IRS Limits.
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Participan Select this option to contribute to the Participant Account through the contribution
t Account batch
Contributi
on
Display Select this option to include only active participants in the contribution batch. By
Active default this will be selected
Participan
ts Only o . . i
Note: This option is available for selection only when Participant Account
Contribution is chosen
Display Select this option to include participants which are either in an active status or
Active and ineligible status in the contribution batch
Ineligible
Participan
ts Clicking on the help icon will display the below text in a pop-up:
Only “Select this option if you wish to include participants which are either in an active
status or an ineligible status.”
E Note: This option is available for selection (depending on plan settings) only
when Participant Account Contribution is chosen
Display All Select this option to include all participants in the contribution batch
Participan
ts E
Note: This option is available for selection only when Participant Account
Contribution is chosen

Screen Options

Click Browse to select a Contributions file to import

Click View Sample File for formatting instructions to open a PDF file showing formatting rules
Click Back to return to the Home screen

Click Continue to go to the Templates Screen

File Browse
. For any file import, the file must follow the rules below. The file type must be one of the following formats:

Excel spreadsheet (.xls, .xIsx and .xlsm)
Comma delimited file (.csv)

Plain text (.txt)
fix

.dat

.mdo
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.md5
-pay
.wk3
.wk4
.prn

2. The imported file size must be greater than zero and less than 5MB.
3. All SSNs must have nine digits; leading zeroes must be included.

4. Negative amounts can be accepted. Please contact your administrator for more information on adding this function.

Note: When you are in the process of creating a template, and attempt to change screens, you will be
prompted to save the template.

Templates Screen

After you have selected Continue from the File Browse screen, you will see the Templates screen. From here you
can:

Select a template
Add a new template
Delete a template

A template holds the format you define for the import file, including column headings. After you select your

file, you'll define which column contains SSN, Contribution Amount, Employer Match, etc. The template can
be saved, so that you can reuse it or modify it to create another template next time.

Templates screen

VOVYA
7/
____ Voya PayCloud Help | Exit
Voya PayCloud Home > Contributions > Templates
You can select an existing template or create a new one by selecting from the options below. If you use an existing template. please verify that any new columns added to your file have also
been added to the selected template to ensure detail will import correctly.
Please be advised that Division/Location column is required
Existing Template
Select - Create New Template

< Back
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Screen Options
Select an existing template from the list of saved templates using the drop down.

o Click Go after selecting a template to go to the Existing Template screen o Click Delete to
delete the selected template

Click Create New Template to go to the Create Template screen « Click Back to go to the
Contributions Set Up screen

Create Template Screen

You'll see this screen if you selected Create New Template. It is used to create a new template for an imported
file. When creating a new template. The following rules apply:

New template name has a maximum of 15 characters for fixed width files and 20 characters for .csv and excel file
formats.

A maximum of 50 templates can be saved per plan.

Optional data elements enabled for Contributions will also be displayed. The override name for the optional data
element will be displayed.

A value of “Not Applicable” will also be displayed to exclude any columns from the imported file.

The new template may require a “Division/Location “column (If authorized for the plan).

At any time while you are creating a template, you can click the Save Template button to save your changes.

Create a Template screen

/Y .,»\‘ Voya PayCloud

ABC INDUSTRIES - 551213

reate a new tem

Fields

Field Description
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New Template Name Enter a name for the new template.

From top to bottom, how Select the number of header rows contained in the import
many rows would you like file. Options include “No Headers” (default), and the values
to remove? 1-9. When the file is imported, these header fields will be

ignored to obtain the file data. They will still appear on this
screen to help you select the column headings

Upon clicking the question icon, the following text will display
within a popup.

“Select the number of headers contained in the import file.
Options include “No Headers” (default), and the values 1-9.
When the file is imported, these header fields will be

ignored.”
From bottom to top, how Select the number of trailer rows contained in the import file.
many rows would you like Options include “No Trailers” (default), and the values 1-9.
to remove? When the file is imported, these trailer fields will be ignored.

Upon clicking the question icon, the following text will display
within a popup.

“Select the number of trailers contained in the import file.
Options include “No Trailers” (default), and the values 1-9.
When the file is imported, these trailer fields will be ignored.”

Check Box if Dollar Check this box if the imported file has implicit decimals. If your
Amounts Have an Implied file has decimals, leave this box unchecked.

Decimal

Column Headings Select a heading name for each column from the drop-down

list. The list consists of the basic information such as name
and Social Security number, the optional fields set as
'Required or Updateable' for the respective modules of the
plan and an entry for each available source in the plan. To
bypass a column, including name, select Not Applicable.

Screen Options

Click Back to go to the Templates screen.

Click Cancel to go to the Home screen

Click Save and Continue to save the template and perform validations. See the Error Corrections section below
for possible error messages and their meanings. This step also removes formatting marks from the imported data.
If there are no errors you will be taken to the Contributions Payroll Input screen -« Click Save Template to save the
template

Map Column Header Screen
If you import a file other than an Excel or .csv, you will see a screen to select columns to appear in your new
template.
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Voya PayCloud

VOYA
ABC INDUSTRIES - 551213

© | tewtempiate
1133 12 bariom. haw

Home » & 1 Templates > New emplate Template

You can add template fields by selecting Field Type, Starting Position and Field Length. Click Add Field to
add the field. The added fields will appear in the section below. You can either Edit or Delete an added

field. Click Update Data to upload the data from the import file.
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his bax If dollar amounts In file do not have decimal points

Starting Position

/O )/\ Voya PayCloud Hep | Exit
Voya PayCloud Home > Contributions > Templates > New template Template
ABC INDUSTRIES - 551213

© | rewtempiate

2} any rows wou 3 P ot o e ey v vk

Field Length

92091100 2 5
21884 100 2
51233100 2

<B n

Existing Template Screen

If you select an existing template you will see the screen below. Existing templates can be modified and saved.
Simply make any changes you need to make to any editable field, just as in the new template screen.

Existing Template Screen

JOYA

Voya PayCloud

ABC INDUSTRIES - 551213

e oN -
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Fields
Field Description
Existing Template Template name.
From top to bottom, how The number of headers can be selected. Upon clicking the question
many rows would you icon, the following text will display within a pop-up.

i ?
like to remove? “Select the number of headers contained in the import file. Options

include “No Headers” (default), and the values 1-9. When the file is
imported, these header fields will be ignored.”

From bottom to top, how The number of trailers can be selected. Upon clicking the question
many rows would you icon, the following text will display within a pop-up.
like to remove? “Select the number of trailers contained in the import file. Options

include “No Trailers” (default), and the values 1-9. When the file is
imported, these trailer fields will be ignored.”

Screen Options

Click Back to go to the Select a Template screen.

Click Cancel to go to the Home screen

Click Save and Continue to save the template and perform validations. See the Error Corrections section for
possible error messages and their meanings. This step also removes formatting marks from the imported data. If
there are no errors, you will be taken to the Contributions Payroll Input screen - Click Save Template to save the
template

Error Corrections

In case of errors upon clicking Save and Continue, the screen appears as below. Click View Error
Messages to get a detailed view on the errors. A pop-up will display showing the error. All fields can be
edited on this screen by manually clicking in the cell and typing the correct data.

Error Messages screen
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Voy’i\ Voya PayCloud es e

Vayz PayCloud Home > Contrioutions > Tempiates » ContTest Template

ABC INDUSTRIES - 551213

o’l‘emphva last saved on Wednesday, November 10th, 2021 08:11:58 AM

View Ertor Message

Existing Tempiate

O [coment

e From top 1o bottom. how many rows would
you like 10 remove.

e From botiom 10 10p, how Many rows would
you ike to remove,

T

Headen
i L

L) N Trabers
Check this bex if collar amouris In file do ne: have decimel poims

o Now select each column tie:

This template can be modified by seiecting a new haading from the drop down st To bypass a column, select Not Applicable.

A B c 1] E

Social Security Number v ROLLOVER v E£E PRE TAX - NOtApplicable v Nt Appilicable v
1 SSN ROLLOVER EE PRETAX ES PROFIT Dwiot
2 013-45-9933 2000 400 jrial] 006
3 313-23.7023 1500 00 woee 1005
« HEEE 2 2 [l0.00 1008

{ )

€ Back

Qlick have for supoorted o

Screen Options

Click Back to go to the Select a Template screen.
Click Cancel to go to the Home screen
Click Save and Continue after correcting errors to re-validate.

the Contributions Payroll Input screen
Click Save Template to save template

Based on successful validation, you will be taken to

Error Message Details

& Print

Errors
SSN Error
321546123 ROLLOVER is limited to two decimal places
321546123 EE PRE TAX is limited to two decimal places

Screen Options

»  Click Print to print the errors
Click Done to close the pop-up and return to the Create Template screen for correcting the errors
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Contributions Payroll Input Screen

The Contribution Payroll Input screen allows you to enter or update contributions for the prefunded account
or the participants in the plan based on your selection to perform a contribution towards the prefunded
account or participant account on the Contribution Set Up screen.

For prefunded account contribution, only the prefunded account will be displayed and you may enter or
update the contributions accordingly. For participant account contribution, you may select and copy data
from a previously submitted payroll and make changes based on current information, or you may generate a
payroll using new information. The participants are sorted in alphabetical order by default. You can sort the
participants by clicking on any of the column headers. An upward orange arrow indicates sorting of the
column in ascending order and a downward orange arrow indicates sorting of the column in descending
order. A Catch-Up option, if available, will display and allow the user to designate catch-up contributions. A
batch can include both catch-up and non-catchup contributions.

If you have contributions for a newly eligible participant, you will need to create a new enrollment by
selecting New Enrollment at the bottom of the screen. Once the enrollment is completed, you may continue
entering payroll data on the Contribution screen.

Note: Only plans offering New Enroliment functionality will see the New Enrollment button at the bottom of
the screen.

Contributions Payroll Input screen — Prefunded Account Contribution

'OVA
VY Voya PayCloud

ABC INDUSTRIES - 551213

Your betch is ready for processing. Fiease Oe a0vsed e order of ¢

Total 000 000 Q00 000 000 a0

Contributions Payroll Input screen — Participant Account Contribution
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\ /, ~ / \
pdh Voya PayCloud
Help | Exit
Voya PayCloud Home > Contributions > Payro!
ABC INDUSTRIES - 551213
Your batch is ready for processing. Piease be advised. the order of the source columns may have changed. Enter data into the appropriate columns,
Batch Name Payroll Date
Test 02/01/2021 =)
Select ® Search Q
Nama w SSNw Status w Att Vest Date wr EEPRETAX w ROTHROLL w ROLLOVER w RO
879787628 01-Active; Awalts Suspension 1 000 0.00 000 -
123123124 30-Term & Awatting Payment 05/17/2019 1 000 000 000
485462760 10-Susp From Ee Critrbs Only 1 000 000 000
635423801 1 000 000 000
014430274 1 000 0.00 000
410502238 1 000 000 000
935663591 000 000 000
421613352 000 000 000
828136250 1 000 0.00 000
126893350 000 000 000
o -
028837858 00 0t A it nnn Ann non N1
Total 000 000 000 ot
By clicking on a participant’s name. you can link to the Participant Update section to view or update participant information.
Add Participants from Alternate Location ‘ | Add Additional Participants | | New Enraliment |
<B

Fields

Prefunded Account Contribution

Based on your plan settings, Division/Location values are selectable and you can select a different
Division/Location for funding purposes. Only positive amount contributions are accepted for the prefunded account.

Participant Account Contribution

Some columns will have drop-down selection lists (these will differ based on your plan settings and
permissions). Many of these values can be changed on this screen. If Division/Location values are
selectable, each participant must have a value and used for contribution funding.

By clicking on a participant’s name, you can link to the Participant Update section to view or update
participant information. After finishing the updates to the participants, you will be returned to the
Contributions Payroll Input screen. See Participant Update section for more details.

The Termination Date and Termination Reason Code may be updated as part of the batch file. The updates will be
sent to the recordkeeping system at the time the batch is submitted and the confirmation is received
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Multiple Division Plans

Sometimes multiple division plans that have restricted user access may have the need to remit a
contribution for an employee that they are not the primary employer of within a plan. If a plan is
authorized for multiple divisions, a separate column will be displayed in the table. By selecting a
division/location, you are temporarily changing the bank account from which the funding for this
Contribution will be deducted. The division/location will not be updated on the participant record through
the Contribution batch. To permanently change a participant's division/location, use the Participant
Update screen.

Contributions Payroll Input Screen with Multiple Division Plan

-/3/\

Voya PayCloud

ABC INDUSTRIES - 551213

Your batch is ready for processing. Ple

g from. This division/location will not be upd

only update on Voya's recordkeeping system after the batch ha:

Period Comp w Owmons - g Hes Anniy ‘-

coo o000 182900 A

0.00 o000 1.539.00

0.00 ©.00 162900

000

.00

0.00

0.00

000
0.c0
0.00
c.00

000

1.629.00
162900
1.6290.00
113100

1.578.00

1629 00

162000

Screen Options

» Click Add Participants from Alternate Location opens a new screen to Add Participant from another
Division/Location to a contribution file, or delete participants from the batch

* Click New Enrollment to go to the Add/Enroll Participant screen

* Click Cancel to go to the Home Screen

+ Click Back to go to the Contributions Set Up screen

* Click Save and Continue to go to the Pending Batches screen. The Pending Batches screen will display a
success message

Add Participants from Alternate Location screen

The Add Participants from Alternate Location screen allows you to add participants from another division or
location to a contribution file, or delete participants from the batch. This is only available for some plans that
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use multiple locations. Participants from different divisions can be added to a pending batch. You can view

the participants that have previously been added.

Add Participants from Alternate Location

VO / \ Voya PayCloud

Help | Exit

Voya PayCloud Home > Contributions > Payroll > Add Participant to Batch

ABC INDUSTRIES - 551213

If you had previously added a participant to your batch, they will be displayed below and you may delete them at any time
To add a participant, locate them via the search tool below and click ‘Add"
G Select the Div Sub to apply funding to.

Select Divisi y Funding to SSN

0001 HARDWOODS SPECIALTY PRODUCTS

If the participant has transferred to your division/location and the division/location has not yet been updated, please contact the current division/location.

Division/Location : 9999

manager.

Search B

(]

Search By SSN v

e Search Participant by SSN m

Social Security Number w Participant Name w Added Participants
123-45-6799 TEST. TESTASD T Adc TEST, TEST ASD 123456799 0001
999-99-0002 TAKEOVER 2 Adc

TAKEOVER, 3 9999920003 0001
999-99-0003 TAKEOVER 3 Adk
999-99-0004 TAKEOVER 4. FN 4 Add

Only participants within your authorized division/location will display in the batch. If you need to submit contributions for a participant that has wransferred to another unauthorized

division/location, transferred to your authorized division/location, or is actively employed in multiple divisions/locations, you may add them here by using the search feature below.

Ifthe participant is actively employed in multiple divisions/locations and the primary division/lacation should be changed to your authorized division/location, please contact your relationship

Remove

Remove

Select a Div/Sub to apply the funding to.

To add a participant to the selected batch:

Select a ‘Search By’ criteria
Enter the corresponding value in the field and click Search

From the Search results, select Add to add the participant(s)

To delete a previously added participant:

From the Added Participants, select Remove to delete the participant(s)
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Screen Options
Click Done to add the selected participants to the batch and go to the Contributions Payroll Input screen

Pending or Submitted Batches screen — Success message

Voya PayCloud User Guide

/ Voya PayCloud Hep | Bxit
Voya PayCloud Home > Pending'Submited Batches
ABC INDUSTRIES - 551213
Please select Batch Type
@Your contributions batch file has been acded to the list of pending batches below.
To submit your batch for processing: ) Select the circle 10 the lefi of the batch name and (2) click the Run Batch Surton at the bottom of the screea.
Search by: | seiect - Search Q

Payrst Date w

202141121
20219115
20219113
20214112
20210111

20214110-8
20214110-4
202111103

202111402

Statos w

E- Peacy to Post
B Feaoy 1o Post
B Feaoytapoe

B reacy

B Feagy o Post
B Feacy to Post
& stneauea or Process.

& scheawea tor Process.

A\ Conains Emors.

Scheduled Date w

Division! Location w

0001HARDWOCDS SP..

0001 HAROWOODS Sf

0001 HARDWOODS SP.. &

0001HARDWOCDS SP.. 100

P.
P.
P
P
5 5P
3
P,
P

0001 HARDWOODS S

0001 HAROWOODS SP.

I PRE TAX v

When importing a Contribution File:

The Contribution Input screen will also display the message “Your file has been successfully imported.”

If the “Display Active Participants Only” box is unchecked, all participants not included in the imported file but found
in the recordkeeping system will be displayed.

Select Continue to advance to the Pending/Submitted Batches screen.

By selecting a division/location, you are temporarily changing the bank account from which the funding for this
Contribution will be deducted. The division/location will not be updated on the participant record through the
Contribution batch. To permanently change a participant’s division/location, use the Participant Update screen.

Pending/Submitted Batches

Overview

All batch files for Contribution and Loan activity can be viewed with this feature. Pending batch files may be edited
from this screen if they are not submitted. These batches include:

Saved batches
Batches scheduled for submission at a later date
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Batches with errors
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Submitted batch files cannot be edited. Voya PayCloud allows you to enter payroll data and, if desired, pend the

submission of the data for a later date.

Click Pending/Submitted Batches to display the Pending/Submitted Batches screen. The default display is of
Pending Batches (a list of all files created but not submitted), of payroll types (Contributions, Loans and

Combined).

Use the Batch Type pull-down to select Submitted Batches which will display submitted and deleted batches.
Displayed batches are sorted in descending order of payroll date, then by payroll type.

Home screen

VOVYA.

Voya PayCloud

Help | Exit

Voya PayCloud Home

551213 - ABC INDUSTRIES  change Plan
Select an operation from the tiles shown below
Add/Enroll

Add/Enroll participant

©

Contributions

Process contributions to accounts.

Contributions/Loan Repayment

Process a file with contributions
and/or loan repayment data

T a
g =
=3
Transaction History

View all the files submitted

Monday through Friday from 7:00 AM - 7:30 PM EST
Saturday from 6:00 AM - 12:00 AM EST
Sunday from 12:00 PM - 7:00 AM Monday EST

(2}
=

Participant Update

View/Update participant
information

Pending/Submitted Batches

Review batch information

Bank Information

Add or update assigned bank

The Voya PayCloud will be available during these hours:

© 2022 Voya Insututional Plan Services, LLC. All Rights Reserved

Click here for supported browsers

V<o
:$

Batch Participant Update

Update multiple participants

Loan Repayment

Process loan repayments

File Upload

Submit a file with contributions
and/or loan repayment data

Voya and Voya logo are registered trademarks of Voya Services Company.

Insurance products, annuities and funding agreements are issued by Voya Retirement Insurance and Annuity Company ("VRIAC"), Windsor,
CT. VRIAC is solely responsible for its own financial condition and contractual obligations. Plan administrative services provided by VRIAC
or Voya Institutional Plan Services LLC ("VIPS"). VIPS does not engage in the sale or solicitation of securities. All companies are members of
the Voya family of companies. Securities distributed by Voya Financial Partners LLC (member SIPC) or third parties with which it has a
selling agreement. All products and services may not be available in all states.
All companies are members of the Voya family of companies.
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Pending / Submitted Batches Screen

Pending Batches is the default option for this screen and displays the following batch detail information. This
information may vary depending upon the selected plan.

Pending Batches or Submitted Batches screen

/:_/\

Fom Voya PayCloud

oya PayCloud Home > Pending‘Submitted Batches
ABC INDUSTRIES - 551213

Please select Batch Type

0001 HARDWOODSSP. 200

Future postings can still be edited. Uploaded batch contributions and loans have an “Open” status until
submitted on this screen. If there were errors during your batch submission, then the Batch Status displays
as ‘Contains Errors’. An error message appears stating “Your payroll batch was not submitted successfully.
Please contact Voya immediately prior to re-submitting the batch.” Attempts to resubmit the batch without
contacting Voya may result in duplicate transactions

Below actions can be performed on a Pending batch. Select the batch and click:

Edit to go to Contributions or Loan Repayment or Combined File Processing depending on the data type being
processed.

Print to print a copy of your batch file. This will open a window containing report sort options. See
Pending/Submitted Batches Print Screen for more details

Delete to delete a pending batch

Run Batch to go to the Funding Details screen
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Fields
Field Description
Search By Search Options: « Batch
Name

* Batch Type

*  Payroll Date

. Status

e Schedule Date

. Division/Location
*  Contribution Total
. Loan Total

Search Ability to enter the search value for the selected
Search Option

Batch name Your name for the batch. Non-editable
Batch type *  Contributions
. Loans

« Combined

Payroll date Date you entered for the batch. This format is
YYYYMM-DD <Sequence Number>. The
sequence number is assigned automatically by
the system.

Status Pending batches:
* Open

« Contains errors

* Ready to Post

*  Scheduled

Submitted batches all have status: “Submitted.”

Scheduled Date Will display only for batches scheduled

Division/Location Will display only for multiple division plans. Display
values : Multiple divisions or Specific division code

Contribution Total Total batch contribution

Loan Total Total loan
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Screen Options
* Click Back to go to Home Screen
+ Click Run Batch to go to Funding Details Screen

Pending Batches Funding Details Screen (Remittance Screen)
This screen allows you to review batch information and select remittance method (if allowed for your plan).

Pending Batches Funding Details screen

/OY \ Voya PayCloud

Voya PayCloud Home  Pending/Submitted Batches > Funding
ABC INDUSTRIES - 551213

ed th s must be In your bank account before you

rce are as of the prior close of the NYSE.

sa97879 30,00

Forfeitures

If forfeiture funds are set up for your plan, you will see your forfeiture balance by fund source on this screen.
Forfeitures represent any nonvested amount that a participant forfeits due to a termination. The forfeiture
amount will be deducted from a predetermined fund. You may edit individual participant amounts to offset
forfeitures by clicking in an individual cell for that fund. Total amounts will display at the top of the fund
column.

If prefunded account offsetting is set up for your plan, you will see the prefunded account balance by fund
source on this screen. Prefunded account holds the prefunded employer match or profit sharing assets that
will be allocated to the participants at a future date. The prefunded amount will be deducted from a
predetermined fund. Prefunded account can be used to offset the given payroll and Loan Repayments.
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Fields

Field Description

ACH Debit This will be the default if allowed by the plan. Banking information is
displayed below for reference.

Plan will initiate Select this for all other methods for this batch
Funding
Submit Now Batches submitted before 4:00 pm EST will post for the current trade

date. Batches after 4:00 pm EST will post on the next business date

Schedule Date Select the ACH Debit method to be able to schedule a date in the
future (no more than 15 calendar days in advance, and on a
business day). The month, day and year are entered in MM-DD-

YYYY format
Forfeiture and The Forfeiture and Prefunded Account Balance section will display
Prefunded Account depending on the plan settings
Balance
Payroll Calendar The Payroll Calendar section will display depending on the plan

settings  Select the Payroll Calendar for receiving email
notifications on payroll file due dates pertaining to the Contribution
batch or Contributions/Loan Repayments Batch from the list based
on the plan settings. One or many or no calendars can be selected
for a batch.

Note : This is not applicable for Loan Repayment batch files

Forfeiture and Prefunded Account Balance Fund Table

If forfeiture offsetting is set up for your plan, you will see your forfeiture balance by fund source on this
screen. Forfeitures represent any non-vested amount that a participant forfeits due to a termination. The
forfeiture amount will be deducted from a predetermined fund. Forfeitures are used to offset the given
payroll.

If prefunded account offsetting is set up for your plan, you will see the prefunded account balance by fund
source on this screen. Prefunded account holds the prefunded employer match or profit sharing assets that
will be allocated to the participants at a future date. The prefunded amount will be deducted from a
predetermined fund. Prefunded account can be used to offset the given payroll and Loan Repayments.
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There will be an area where you may specify and enter the amount of the offset you wish to use from each of the
sources

If the plan does not have multiple Divisions/Locations:

A single table will be displayed with one row per fund and money source
Each table row will display the available balance for the fund and money source and a column for each account
source which is available to enter be used as an offset amount

If the plan has multiple Divisions/Locations:

There will be two tables, one with balance information and another for data entry.

The first table will show the available balance by fund and money source.

The second table will display rows with show the batch totals by Division/Location and a column to enter the offset
amounts from for each available money source.

Entering the Offset Amount:

You may input a positive offset amount up to the available balance being displayed for each fund and money
source

The total of all offset amounts cannot exceed the total available amount for the money source in the fund nor the
batch total.

The offset amount will be deducted from the ACH/EFT amount due for the batch

Screen Options
. Click Back to go to the Pending Batches or Submitted Batches screen
. Click Finish to submit the batch for processing

Pending Batches Submission pop-ups
When the batch is submitted you will see a pop — up regarding the submission. The following will be displayed for
a batch which was submitted as ACH Debit / Submit Now.

Batch Funding

Batches submitted successfully on weekends and market holidays, or after 4:00pm ET (or earlier, should the market close for trading prior to 4:00pm ET) on any business day, will not be processed
until the following business day.

Do you wish to continue ?

The following will be displayed for a batch which was submitted as ACH Debit / Scheduled Date (when the batch
was scheduled to be processed on a future date).
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Batch Funding

You have scheduled a file to post on a future date. When batches are scheduled for a future processing date, the authorized debit amount will be
reguested to be withdrawn from your account on the date entered. Investments will take place at the close of the stock market on that same date,
provided that the Ready to Post status of the individual employees accounts remain in good order. Changes to the batch may be completed on-line until

7:00pm ET the day PRIOR to the scheduled transaction date. Any changes made to this batch will disable the scheduled date and require a new date to be
entered.

Do you wish to continue ?

)

The following will be displayed for a batch which was submitted as “Plan will initiate funding”
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Batch Funding

Please contact your plan manager if you have any questions.

Do you wish to continue ?

Funding will be remitted via your agreed upon method other than ACH debit. The file will be posted based on the normal processing standards. Please note if
you submit multiple payroll files with different funding methods on the same business day, there may be a delay in the processing of the ACH fund files.

Pop-up Screen Options

* Click Cancel to stay on the Funding Details screen

» Click OK to submit the batch and go to the Funding Details Confirmation screen with the ability to print the

screen.

Funding Details Confirmation screen

VOYA.

Voya PayCloud

Help | Exit

Voya PayClaud Home > Batch Submission Confirmation

ABC INDUSTRIES - 551213

Method Of Remitting Fund

Bank Name Accoum Number ABA number
JPMC 789789789M 123456789

NOTE- Batch processing information

ACH Debit- Submit now. Batches submitted suc
ET) on any bu

cessfully on weekends

ay. will not be processed until the following busi s day.

B Print

@Contributions Batch submitted successfully.
Date/Mms
1112-2021 052517
Batch Name Plan Number Plan Name
testbatchtoday 551213 ABCINDUSTRIES
Payroll Dae Payol Ssquence Number UseriD
114-2021 1 krani1993d46L0
Total Contribistion Total Loan Repayments Tatal Funding Required for ACHEFT
2100 000 4100

nd market holidays, or after .00pm ET (or earlier, should the market close for trading prior 10 4.00pm

Note: Please maintain a copy of your records, either save it using the file operation on the browser's menu or take a print out using the print buttan

Click hers for supponed browsars

Screen Options
* Click Go to Homepage to go to Home Screen
e Click Print to print a copy of the Confirmation screen
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Pending Batches Edits

Pending batches can be edited. If the payroll has errors, the status will read: “Contains Errors.” All errors
must be corrected before the file can be submitted for funding.

Voya PayCloud User Guide

Batch Name w Batch Type w Payroll Date W
() AutCont Error Contributions 20211110-2
() AutCont Error Contributions 202111101

Status w

A Contains Errors

B+ Ready to Post

Scheduled Date w Division/ Location w

0001 HARDWOODS SP...

0001 HARDWOODS SP... 100

EE PRE TAX w

200

Edit | Print | Delete

Edit | Print | Delete

A

To view and correct the errors, select the batch and click Edit. The respective screen displays based on the

Batch Type.

Contribution Screen

VOYA

Voya PayCloud

Add Participants from Alternate Location

Add Additional Participants [ New Enroliment

By clicking on a participant's name, you can link to the Participant Update section to view or update participant information.

)

Help | Exit
Voya PayCloud Home > Pending/Submitted Batches > Payroll
Your batch is ready for processing. Please be advised, the order of the source columns may have changed. Enter data into the appropriate columns.
Batch Name Payroll Date
AutCont Error 11/10/2021
View Error Messages
Search by: = Select v Q
Name w SSN w» Status w Alt Vest Date w Payroll v EE PRE TAX w ROTH ROLL w» ROLLOVER w RO1
Frequency
PARTICIPANT 39082xxxx 30-Term & Awaiting Payment b 100 0.00 0.00 &
12LN, FN 12512xxxx 04-Eligible; Not Participate 1 0.00 0.00 0.00
54 FM 85648xxxx O1-Active: Awaits Suspension 03/31/2019 1 0.00 0.00 000
ARRELLANC-DP, GAYLORD 43013xxxx 30-Term & Awaiting Payment 1 000 0.00 000
ASDDSA. SADASD 31212xxxx 04-Eligible; Not Participate 1 0.00 0.00 0.00
ASF, ASFA 73837xxxx 00-Active And Eligible 100 000 000
AVENDANO-DP, JAMEY M 34653xxxx 30-Term & Awaiting Payment 04/09/2019 1 0.00 0.00 0.00
AYCOCK-DP. THERON-SANDY. 70468xxxx 01-Active; Awaits Suspension 1 0.00 000 000
BACKER-DP, FRANKLYN B87978xxxx 01-Active; Awalits Suspension 1 0.00 0.00 0.00
BADIGER!, RAGHAV 12312x00¢ 30-Term & Awaiting Payment 05/17/2019 1 0.00 0.00 0.00
v
BANDA-DP, EFRENe 48546xxxx ‘ ’ .
Total 200 0.00 0.00 0.

< Back

November, 2022

pg. 104




Voya PayCloud User Guide

Screen Options
» Click View Error Messages to see the associated errors. See Error Messages screen below.

+ Click Add Participants from Alternate Location to go to a new screen to Add Participant from another
Division/Location to a batch file, or delete participants from the batch.

« Click New Enrollment to go to the Add/Enroll Participant screen.

* Click Back to go to the Pending Batches or Submitted Batches screen

+ Click Save and Continue after making the corrections to go to the Pending or Submitted Batches
screen.

+ Click Cancel to go to the Home Screen.

Scheduled Pending Batch Edits

If you edit a scheduled pending batch, Voya PayCloud removes the Schedule Date for submission that was
previously entered. Complete the following to ensure that the edited batch has a scheduled date for
submission:

+ At the prompt, click OK to continue with the batch edit or click Cancel to keep the batch as originally
scheduled.

» If you click OK to edit the batch, check the Batch Status description in the Pending Batch List after you
complete the edit. If the batch does not have a status Scheduled, click Run Batch and re-enter the Schedule
Date on the Funding Details screen to receive another confirmation

+ Verify the Batch status again to confirm that the batch status is Scheduled

For Pending Loan Batches Only

Select a value in the drop-down marked “Multiply EXPECTED AMOUNT and populate PAYMENT AMOUNT
by” to multiply the payment values by that factor. For example, if “2” is selected, then all payment amounts
are multiplied by two.

Errors

&= Print
Batch: Loan Payroll Date: 2018-01-01
Batch Name: Test Batchl Payroll Seq: 2
Error messages are displayed in red while warning messages are displayed in blue.
SSN Name Error
04416000 TERRAZAS-DP, STEVEN LNOQOO4E - Loan number specified on transaction not found or inactive

11560000 BERGERSON-DP, ERICKA LNOOOS4E - Sum of LF int paid = LH tot int paid
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Screen Options
*  Click Print to print a copy of the errors
» Click Done to return to the Loan Repayments screen to correct the errors

Error Correction

All errors must be corrected before a batch can be submitted. Click View Error Messages button at the top
of the screen. Find the problems and correct them manually by clicking in the cell and typing correct data.

If the batch does not have any errors, you will see a “Ready to Post” message. Select the Batch and click
Run Batch to proceed to the Funding Details screen.

Data will be electronically scanned as it's imported. For example, these error messages could appear and
require correction:

» Participant Ineligible for Contribution
* Allocations not equal to 100%

Note: Before the data is accepted, all reject messages must be resolved and warning messages
acknowledged by selecting Edit in the Pending Batches screen.

Submitted Batches

From the Batch Type drop-down, select Submitted Batches to display your previously submitted
batches. Note that the submitted batches have no options to edit, delete, or Run Batch. These
options are only available for pending batches.
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Submitted Batches screen

vV \/ < Voya PayCloud
C o Y y Help | Exit
Voya PayCloud Home > Pending/Submitted Batches
ABC INDUSTRIES - 551213
Please select Batch Type
Batch Type
[ Submitted Batches - ]
Search by; | Select - Search Q
Batch Name Batch Type w Payroll Date Status Division/ Location EEPRE TAX w ROTH ROLL w
PLKI Combined 202112121 Submined 0001 HARDWOODS SP... 010 000 Print —
testbatchtoday Contributions 202111141 Submitted 0001 HARDWOODS SP. 6.00 3500 Print
ContLon Batch Combined 2021411111 Submined 0001 HARDWOOCDS SP.. 030 000 Print
ContLon Batch Combined 2021111110 Submitted 0001 HARDWQODS SP.. 030 000 Print
ContLon Batch Combined 202111119 Submitted 0001 HARDWOODS SP.. 030 000 Print
AutCont Test Contributions 2021-11-11-8 Submitted 0001 HARDWOOCDS SP.. 400 6.00 Print
AutCont Test Centributions 2021-11-11-7 Submited 0001 HARDWOODS SP. 400 6.00 Print
AutCont Test Contributions 202111-11-6 Submitted 0001 HARDWOCDS SP..  4.00 6.00 Print
AutCent Test Centributions 2021-11-11-4 Submited 0001 HARDWOODS SP. 400 600 Print
Auto_PRN Contributions ‘ﬂ?HLnQJ? Suhmimred NONT HARNWOIONS &P anon ana b Print
-
< Back
rvices, LLC. All Righte Reserved
Voy. a Services Company.
Click here for supool owsers

You can select the batch and click Print to print a copy of your batch file. This will open a window containing
report sort options. See Pending/Submitted Batches Print Screen for more details

Screen Options
» Click Back to go to the Home screen

Pending / Submitted Batches Print Screen

This feature will print out a detailed, participant-level version of the batch. The program will ask you to select
a sort type for this report:

Sort Options screen

Batch Funding

Funding will be remitted via your agreed upon method other than ACH debit. The file will be posted based on the normal processing standards. Please note if
you submit muitiple payroll files with different funding methods on the same business day, there may be a delay in the processing of the ACH fund files.
Please contact your plan manager if you have any questions.

Do you wish to continue ?

o) .

Click the OK button to proceed to the batch participant report. Submitted batches are saved for 18 months.
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VOYA

NOTE- Batch processing information

processed until the following business day.

PNANCIAL Voya PayCloud Help | Exit
Voya PayCloud Home > Pending/Submitted Batches > Pending/Submitted Batches Print
Batch: Combined Payroll Date: 12-12-2021
Batch Name: PLKI Payroll Seq: 1
Submit Date/Time: 09-20-202112:00:00 Status: Submitted
Plan Number: 551213 Submitting User ID:
Division/Location: SINGLE
SSN Name Contribution Type Loan no Amount
73837xxxx ASF, ASFA EE PRE TAX $0.10
ROTH $010
EE PRE TAX Total: $0.10
ROTH Total: $010
Contributions Total: $0.20
Loan Repayment Total: $0.00
Batch Total: $0.20
PreFunded Account Offset: $0.20
Funding Method: ACH/Debit
Offset Amount Offset Amount
Account Name MeneySodrca Type (Contribution Total) (Loan Total)
Prefunded EE PRE TAX $0.10 $0.00
Prefunded ROTH $0.10 $0.00

Batches submitted successfully on weekends and market holidays, or after 4:00pm ET (or earlier, should the market close for trading prior to 4:00pm ET) on any business day, will not be

You have chosen to offset your ACH debit with employer funds. Please be advised that the avalilable balance of employer accounts are subject to change and market fluctuation. The available
balance could also be reduced by multiple batches submitted on the same day. This may require Voya to request additional funds from you to complete the transaction.

< Back

E Print

© 2021 Voya Institutional Plan Services, LLC. All Rights Reserved

Voya and Voya logo are registered trademarks of Voya Services Company,.

Click here for supported browsers

Screen Options

Click Print to print the screen

Click Back to go to the Pending Batches or Submitted Batches screen

Loan Repayments

Overview

This feature allows the user to enter loan repayments at a participant level. After successfully
importing a file, it will be added to the Pending/Submitted Batches list, where you can make final

edits before manual submission. Click Loan Repayment tile on the Home screen to go to the Loan
Repayment pages.
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Note: Plans not offering participant loans will not have this section.

Home screen

VOVYA

Voya PayCloud User Guide

Voya PayCloud

Voya PayCloud Home

He

551213 - ABC INDUSTRIES

Change Plan

Select an operation from the tiles shown below

€D

Add/Enroll

Add/Enroll participant

(S

Contributions

Process contributions to accounts

Participant Update

View/Update participant
information

=
X

Pending/Submitted Batches

Review batch information

Batch Participant Update

Update multiple participants.

&

Loan Repayment

A

Process loan repayments

Contributions/Loan Repayment

Process a file with contributions
and/or loan repayment data

Bank Information

Add or update assigned bank

(&
©=

Transaction History

View all the files submitted

The Voya PayCloud will be available during these hours:
Monday through Fricday from 7:00 AM - 7:30 PM EST

Saturday from 6:00 AM - 12:00 AM EST
Sunday from 12:00 PM - 7:00 AM Monday EST

Insurance products, annuities and funding agreements are issued by Voya Retirement Insurance and Annuity Company ("VRIAC"), Windsor,
CT. VRIAC is solely responsible for its own financial condition and contractual obligations. Plan administrative services provided by VRIAC
or Voya Institutional Plan Services LLC ("VIPS"). VIPS does not engage in the sale or solicitation of securities. All companies are members of

File Upload

Submit a file with contributions
and/or loan repayment data

the Voya family of companies. Securities distributed by Voya Financial Partners LLC (member SIPC) or third parties with which it has a
selling agreement. All products and services may not be available in all states.

All companies are members of the Voya family of companies.

© 2022 Voya Insuwtional Plan Services. LLC. All Rights Reserved

Voya and Voya logo are registered tracemarks of Voya Services Company.

Click here for supported browsers
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If the plan has Loan Repayments File Import activated, the Loan Repayments screen will provide an
option to import a file. If you select the ‘Yes' radio button for Import a File, you will be presented with a
File Browse section where you may select the appropriate file to be imported.

Loan Repayments screen with File Import activated and Option ‘Process loan repayment manually’
option selected

File Import

VU /\ Voya PayCloud

Help | Exit

Voya PayCloud Home > Loan Repayment

ABC INDUSTRIES - 551213

To process a loan repayment:

o Please give this batch a name and enter a Payroll Date
Pay

yroll date Is used to clanfy Current vs. Prior Year contributions as It applies to the IRS Limits.

Batch Name Payroll Date

Test name @ | 11012021

v Display Active Loans Only
e Would you like to upload a file containing participant data?
Upload & file
have a file with participantis) data that | would like to Import

® Process loan repayment manually
will manually enter the participant data

~
o

Screen Options

» Click Back to go to the Home screen
« Click Continue to go to the Loan Input screen or Participants Screen depending on the plan settings

Loan Repayments screen with ‘Upload a File’ option selected for File Import
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/O //..A\M Voya PayCloud

Help | Exit

oya PayCloud Home > Loan Repayment

ABC INDUSTRIES - 551213

To process a loan repayment

ter a Payroll Date.

all
11/01/2021

< Back

Screen Options

* Click Browse to select a Loan Repayment file to import

» Click View Sample File for formatting instructions to open a PDF file showing formatting rules

* Click Back to return to go to the Home screen
* Click Continue to go to the Templates Screen

File Browse

For any file import, the file must follow the rules below. The file type must be one of the following formats:

* Excel spreadsheet (.xls, .xIsx and .xlsm)

* Comma delimited file (.csv)
* Plain text (.txt)

o fix

+ .dat

« .mdo
« .md5
* .pay

e .wk3
« .wk4
* .pm

General rules
The imported file size must be greater than zero and less than 5MB.
All SSNs must have nine digits; leading zeroes must be included.
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Note: When you are in the process of creating a template, and attempt to change screens, you will
be prompted to save the template.

Fields
Field Description
Batch Name Required field is used for memo purposes only. It allows you to

enter a description for the payroll you are creating, so the
description name is entirely your decision. For example, it may
be helpful to differentiate between your hourly payroll and salary
payroll.

Click on question icon next to the field. The following text will
display

“The batch name must contain no more than 20 alpha-numeric
characters or spaces and cannot include commas.”

Payroll Date Select the dates using the calendar icon. Payroll dates for the
following year (up to January 15) can be submitted from
December 15 to 31. Payroll dates after January 15 must be
submitted after January 1.

Note: Please use the correct plan year payroll date when
remitting

contributions. The payroll date is used to clarify Current vs. Prior
Year contributions as it applies to the IRS Limits.

Select All Click this box to select all the locations for the batch (if applicable).
Division/Location

Select Division/Location Multiple divisions can be selected by clicking on the division
name. Only divisions that you have prior access to will be
selectable. Select the appropriate division (if applicable). Multiple
divisions can be selected by clicking on the division name.
Selected divisions are displayed with “X” icon.

Click the “X” to deselect a division. Selected Divisions are
displayed in bold in the dropdown and the user can deselect the
same by clicking on the division name. This field is only displayed
for plans that maintain different divisions or locations for their

participants.
Display Active Loans Click this box to display only active loans in the plan. The system
Only displays this field only if there is more than one loan type. If you

uncheck this box and the plan has accounts with a loan status
other than active, the batch contains the Loan Status for the
applicable accounts.

Templates Screen

After you have selected Continue from the File Browse screen, you'll see the Templates screen. From
here you can:

* Select a template
* Add a new template
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* Delete a template

A template holds the format you define for the import file, including column headings. After you select
your file, you’ll define which column has SSN, loan amount, loan payment amount, etc. The template can
be saved, so that you can reuse it or modify it to create another template next time.

Templates screen

/OYA
e %
| L Voya PayCloud | e
Voya PayCloud Home > Loan Repayment > Templates
ABC INDUSTRIES - 551213
You can select an existing template or create a new one by selecting from the options below. If you use an existing template, please verify that any new columns added to your file have also
been added to the selected template to ensure detall will import correctly
Please be advised that Division/Location celumn is required
Existung Template
Sefect - Create New Template
{ Ba
i bk
K here o

Screen Options

» Select an existing template from the list of saved templates using the drop down.
* Click Go after selecting a template to go to the Existing Template screen

* Click Delete to delete the selected template

* Click Create New Template to go to the Create Template screen « Click Back to go to the Loan
Repayments screen

Create Template Screen

You'll see this screen if you selected Create New Template. It is used to create a new template for an
imported file. When creating a new template the following rules apply:

* New template name has a maximum of 15 characters for fixed width files and 20 characters for .csv
and excel file formats.

A maximum of 50 templates can be saved per plan.
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A value of “Not Applicable” will also be displayed to exclude any columns from the imported file.
The new template may require a “Division/Location “column (If authorized for the plan).

At any time while you are creating a template, you can click the Save Template button to save your

/OVYA
Ty Voya PayCloud . T
elp | Ex
Voya Pa ud Home can Repavment amplates > Create Template
ABC INDUSTRIES - 551213
Create a new template
o plate Na
e m, how many rows would o From bottom to top. how many rows would
you like ve
Trate
jeader - @ No Traslers >~ @
eck this box if dollar amounts in file do not have decimal po:
o No ach column title
Select an appropriate heading from the dropdown list for each column. To bypass a column, select Not Applicable
A B8 C D
Column 1 - Column 2 - Column 3 - Column 4 -
1 SSN LN LA DIV sUB
2 635968005 001 1024 0903
3 819993497 001 9551 0903
<8 cel
k e ey ar
Field Description

New Template Name

Enter a name for the new template.

From top to bottom,
how many rows would
you like to remove?

Select the number of header rows contained in the import file.
Options include

“No Headers” (default), and the values 1-9. When the file is
imported, these header fields will be ignored to obtain the file data.
They will still appear on this screen to help you select the column
headings

Upon clicking the question icon, the following text will display within
a pop-up.

“Select the number of headers contained in the import file. Options
include “No
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Headers” (default), and the values 1-9. When the file is imported,
these header fields will be ignored.”

From bottom to top,
how many rows would
you like to remove?

Select the number of trailer rows contained in the import file.
Options include “No Trailers” (default), and the values 1-9. When
the file is imported, these trailer fields will be ignored.
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Field Descripti on
g the question on, c theollowing
f
text  will splay within  op
- up.
p
umber of trailers
ude
“N default), and
When the
Trailers the values 1 -9file is rted, these trailer s
be ignored.field
Check Box k this box if the has implicit decimals
if file  decimals, importednchecked. .
Have file your
Dollar leave
ImpliAmounts this
n box
ed u
Decimal
Column Selecta heading name for each column from the drop -down list.
Headings The list consists of the basic information such as name and Social

Security number, the optional fields set as

'Required or

Updateable' for the respective modules of the plan
and anentry for each available source in the plan. To
bypass a column, including nam select Not Applicable .

Screen Options
+ Click Back to go to the Select a Template screen.
* Click Cancel to go to the Home screen
+ Click Save and Continue to save the template and perform validations. See the Error Corrections section
below for possible error messages and their meanings. This step also removes formatting marks from the
imported data. If there are no errors you will be taken to the Loan Input screen ¢ Click Save Template to
save the template

Map Column Header Screen

If you import a file other than an Excel or .csv, you will see a screen to select columns to appear in your new
template. Map column header screen - New Template
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VOVA

) [l Voya PayCloud

Help | Exit

Voya PayCloud Home > Loan Repayment > Templates > New Template Template

ABC INDUSTRIES - 551213

Create new template

Existing Template

0 New Template

e From top to hottom, how many rows would
you like to remove.

e From bottom to top, how many rows would
you like to remove.

Headers Trallers

No Headers - @ No Trallers

Check this box if dollar amounts in file do not have decimal points
o Now select each column title:

Add template fields

Fleld Type

Select >

| Starting Position | Field Length

Fleld Name Starting Position Fleld Length

Soclal Security Number 5 9 Edit| Delete

Loan Number 15 5 Edit| Delete

Loan Amount 2 5 Edit| Delete

Update Data

Uploaded Data

Soclal Security Number Loan Number Loan Amount
65555 000 365 755
52275 000 754 343
54354 000 323 454
73590 000 234 265
33864 000 543 456

96288 000 6.54 9.09

© 2021 Voya Institutional Plan Services, LLC. All Rights Reserved.

Voya and Voya logo are registered trademarks of Voya Services Company.

Click here for supported browsers

You can add template fields by selecting Field Type, Starting Position and Field Length. Click Add
Field to add the field. The added fields will appear in the section below. You can either Edit or Delete
an added field. Click Update Data to upload the data from the import file.

Map column header screen - Existing Template
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VG ‘Y‘k Voya PayCloud
v b Y Help | Exit
Voya PayCloud Home > Loan Repayment > Templates > Ti1 Template
Exisung Templatz
Q@ |
e From top 1o bottom, how many rows would e From bottom to top, how many rows would
you like to remove. you like 10 remove.
Headers Trallers
No Headzrs > @ No Trallers ~| @
Check this box if dollar amounts in file do not have decimal points
o Now select each column title:
Field Nama Starting Position Field Length
Social Secunty Number 1 10 Editl Delete
Loan Number n 3 Edit| Delete
Loan Amount 15 6 Edit| Delete
Update Data
Uploaded Data
Soclal Security Number Loan Number Loan Amount
596665555 000 365 =
507152275 o000 754
254354354 000 323
684773590 (ss] 234
382833864 000 543
657696288 0ao 6.54 -
©2021 Vioya Instiutional Plan Services, LLC. All Rights Reserved.
Voya and Voya logo are reglatered trademarks of Voya Services Company.
Click here for supported browsers

Existing Template Screen

If you select an existing template you will see the screen below. Existing templates can be modified and saved.

Simply make any changes you need to make to any editable field, just as in the new template screen.
Existing Template screen
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/ Voya PayCloud elp:| Exi
Voy yCloud Home > Loan Repayment > Templates > oldTemp Template
ABC INDUSTRIES - 551213
Existing Template
o oldTemp
From top 1o bottom, how many rows would e From bottom to top, how many rows would
you like to remove. you like 10 remove.
-~ @ N’c‘Tv‘ax:-:—r:» ~ @
Check this box If dollar amounts In file do not have decimal points
o Now select each column title:
Add tempiate fields
Field Type
Select = Starting Position Field Length
Fietd Name Starting Position Field Length
Social Security Number 1 9 Edit1D
Loan Number 10 3 Ed
Update Data
Uploaded Data
Social Security Number Loan Number Loan Amount
507152275 00 0275
254354354 00 013.2
684773590 00 0123
382833864 00 0154
657696288 00 0165
Cancel | [ soveTempiae
Fields
Field Description
Existing Template Template name.
From top to bottom, The number of headers can be selected. Upon clicking the
how many rows guestion icon, the following text will display within a pop-up.
would you like to “Select the number of headers contained in the import file.
remove? Options include “No Headers” (default), and the values 1-
9. When the file is imported, these header fields will be
ignored.”
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From bottom to top,
how many rows
would you like to
remove?

The number of trailers can be selected. Upon clicking the
guestion icon, the following text will display within a pop-up.

“Select the number of trailers contained in the import file.
Options include “No Trailers” (default), and the values 1-9.
When the file is imported, these trailer fields will be
ignored.”

Screen Options

+ Click Back to go to the Templates screen.

+ Click Cancel to go to the Home screen

* Click Save and Continue to save template and perform validations. See the Error Corrections section for
possible error messages and their meanings. This step also removes formatting marks from the imported
data. If there are no errors, you will be taken to the Loan Input screen + Click Save Template to save the

template

Error Corrections

In case of errors upon clicking Save and Continue, the screen appears as below. Click View Error
Messages to get a detailed view on the errors. A pop-up will display showing the error. All fields can
be edited on this screen by manually clicking in the cell and typing the correct data.

Er-l?(,-.uesiages-s A
GFeer
A oya PayCloud ;
Y Y Help | Exit
Voya PayCloud Home > Loan Repayment > Templates > TestLoan Template
° Template last saved on Tuesday, November 23rd, 2021 09:18:39 AM
View Error Messages
o TestLoan
e From top to bottom, how many rows would From bottom to top, how many rows would
you like to remove you like to remove.
Jeaders T
1 >~ @ No Trailers - @
Check this box if dollar amounts in file do not have decimal points
o Now select each column title:
This template can be modified by selecting a new heading from the drop down list. To bypass a column, select Not Applicable
A B (= D E
Social Security Number ~ Loan Number v Not Applicable v Loan Amount v Not Applicable =
1 SSN PRETAX PAYMENT
b I 589554558 6001 50.00 119.9 001
3
< Back Cancel ‘ Save And Continue i Save Tempiate
1 Voy " ¥ f LC. A T v
t i
ck here for supported =
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Screen Options
+ Click Back to go to the Templates screen.
» Click Cancel to go to the Home screen
+ Click Save and Continue after correcting errors to re-validate. Based on successful validation you will be
taken to the Loan Input screen
+ Click Save Template to save template

Error Message Details

Fricns 8 Pint
441 Emes
2065900 SSN and Lean Numer 001 02t found
SLESE NN SSN and Loan Numder 001 not found
353900 SEN and Loan Numdar CO2 not found

Screen Options

*  Click Print to print the errors
» Click Done to close the pop-up and return to the Create Template screen for correcting the errors

Loan Repayments screen with process loan repayment manually selected
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VOYA

FINANCIAL

Voya PayCloud

Help | Exit

Voya PayCloud Home > Loan Repayment

ABC INDUSTRIES - 551213

To process a loan repayment:

0 Please give this batch a name and enter a Payroll Date.

Payroll date Is used to clanify Current vs. Prior Year contributions as It applies to the IRS Limits.

Batch Name

| Display Active Loans Only

0 Would you like to upload a file containing participant data?

() Upload a file

I have a file with participantis) data that | would like to Import.

@ Process loan repayment manually
I will manually enter the participant data.

| Payroll Date (MM/DDIYYYY)

< Back
© 2021 Voya Institutional Plan Services, LLC. All Rights Reserved.
Voya and Voya logo are registered trademarks of Voya Services Company.
Click here for supported browsers
Fields

Field Description

Batch Name Enter the batch name. Batch names cannot contain commas.
Click the question icon next to the Batch Name for help information.
The help information will display in a pop-up and will read “The batch
name must contain no more than 20 alpha-numeric characters or
spaces and cannot include commas.”

Payroll Date Select the dates using the calendar icon. Payroll dates for the
following year (up to January 15) can be submitted from December
15 to 31. Payroll dates after January 15 must be submitted after
January 1.

Select All Check this box to select all the divisions/locations in the plan for the

Division/Location

batch (may not appear, depending on plan settings).

Select Division/Location

Changes divisions to display participants. Only divisions that you
have prior access to will be selectable. Select the appropriate
division (if applicable). Multiple divisions can be selected by clicking
on the division name. Selected divisions are displayed with “X” icon.
Click the “X” to deselect a division. Selected Divisions are displayed
in bold in the dropdown and the user can deselect the same by
clicking on the division name. This field is only displayed for plans
that maintain different divisions or locations for their participants.
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Display Active Loans Click this box to display only active loans in the plan. The system

Only displays this field only if there is more than one loan type. If you
uncheck this box and the plan has accounts with a loan status other
than active, the batch contains the Loan Status for the applicable
accounts.

Screen Options
» Click Back to go to the Home screen
* Click Continue to go to the Loan Input screen

Loan Input Screen
The loan input screen retrieves and displays all the active loans in the plan.
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VOVYA

Voya PayCloud

Heip | Exit

Payment amount

- Enter the amount

ayoff Amount

Ban Name

test

Nome

DEJONG-DR. DONALD
DOCKING DR, RUDOL®

GRAINGER.DP, JEAN

HUARD.DR, GARIEL

rincipal Balance

- Select Excepted Amount
- Multiply the Expected Amount at the botom of the tasle

Voya PayCloud Home > Loan Repayment > Loan Payment Detaris

ABC INDUSTRIES - 551213

To populste payment amount you may ¢o ANY of the following

Payroll Date

1012021

Searchby: | sewa

Cnanging the funging source (temporarily)

1 |
-
(Ao parscants wom aneimae Loc ) e
Mubtiply EXP 0 and T Taompty
S = )
< o)

The participants will be sorted in alphabetical order by last name. You can sort the participant
information by clicking on the column headers. An upward orange arrow indicates sorting of the column
in ascending order and a downward orange arrow indicates sorting of the column in descending order.
Some columns will have drop-down selection lists (these will differ based on your plan settings and
permissions). Many of these values can be changed on this screen.

Fields

Field

Description

Payment Amount

The Payoff Amount (if applicable) and Expected Amount are
represented in a different color. You can manually enter the payment
amounts, or you can select the payment amounts automatically by
clicking either the Payoff Amount or the Expected Amount.

NOTE: While Loan Payoff is available to all users, it may not be
activated. Contact Voya for assistance

Multiply Payment
Amounts by

This button provides a drop-down list with values from 1-9. For
example, if “2” is selected, the payment amount for all participants
will be multiplied by two. Select the multiplier value to use for the
payment amount. Then click the Multiply button.
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If you select Payoff Amount for a participant loan or enter the payoff amount in the payment field, a

PAYOFF image is displayed.

You can change your selection, however the last selected amount is the one displayed in the input box.

/Oy

Voya PayCloud

Help’ | Exit

joud Home > Loan Repayment

Loan Payment Detalls

ABC INDUSTRIES - 551213

Payment amount

nount
cipal Balance

't Payoff Amount

't Excepted Amount

- Muttiply the Expected Amount at the bottom of the table

fest 11/01/2021

payment amount you may do ANY of the following

Changing the funding source (temporarily)

[l
Searc earch Q
Nome SNw Lot w v v v
DEJONG-DP. DONALD a0 o 000 ol
-OP, RUDOLF 001 9 000
001 & 1500
001 % o
KONOPKA-DP, TONIE 504613023 001 5.93 o
MARLEY-DP. 8OYD 001 159578 00!
MART-DP, GROVER 001 6925 000
PLATT-DP. FREEWAN 001 3250219 000
SEIGLER-D?, ROBEY 001 391790 o
SIMIEN-DP, AL 001 1260674 000 -
Total 10800
‘ Add Participants from Altemate Location | )
Multiply EXPECTED AMOUNT and Muiply

populate PAYMENT AMOUNT by

mporarily change the bank account for this loan

Screen Options

* Click Add Participants from Alternate Location will open a new screen to Add Participant from another
Division/Location to a batch file, or delete participants from the batch. You can click on the question
symbol for help text. The following text displays “Only participants within your authorized division/location
will display in the batch. If you need to submit loan repayments for a participant that has transferred to
another unauthorized division/location, transferred to your authorized division/location, or is actively
employed in multiple divisions/locations, you may add their SSN here.”

» Click Back to go to the Loan Repayments screen

* Click Cancel to go to the Home screen

* Click Save and Continue to go to the Pending or Submitted Batches screen A message in green font
regarding successful batch file submission will display in the top left of the screen
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Add Participants from Alternate Location screen
The Add Participants from Alternate Location screen allows you to add participants from another
division or location to a contribution file, or delete participants from the batch. This is only available for

some plans that use multiple locations. Participants from different divisions can be added to a pending
batch. You can view the participants that have previously been added.

Add Participants from Alternate Location

VOYA

Voya PayCloud

Help | Exit

Voya PayCloud Home > Contributions > Payroll > Add Participant to Batch

ABC INDUSTRIES - 551213

Only participants within your authorized division/location will display in the batch. If you need to submit contributions for a participant that has transferred to another unautherized
division/location, transferred to your authorized division/location, or is actively employed in multiple divisions/locations, you may add them here by using the search feature below.

If you had previously added a participant to your batch, they will be displayed below and you may delete them at any time.
To add a participant, locate them via the search tool below and click 'Add".
o Select the Div Sub to apply funding to

ct Division/Location to Apply Funding to SSN

0001 HARDWOODS SPECIALTY PRODUCTS v

If the participant has transferred to your division/location and the division/location has not yet been updated, please contact the current division/location:

Division/Location : 9999

If the participant is actively emploved in multiple divistons/locations and the primary division/location should be changed o your authorized division/location, please contact your relationship
manager.

Search By

Search By SSN -

()

e Search Participant by SSN m

Soclal Security Number w Participant Name w Added Participants
123-45-6799 TEST, TESTASD T Add TEST, TEST ASD 122456799 0001 Remove
999-99-0002 TAKEOVER 2 Add

TAKEOVER, 3 999990002 0001 Remove
999-99-0003 TAKEOVER 3 Adc
999-99-0004 TAKEOVER 4 FN 4 Add

Select a Div/Sub to apply funding to.
To add a participant to the selected batch:
Select a ‘Search By’ criteria

Enter the corresponding value in the field and click Search + From the Search results, select
Add to add the participant(s)

To delete a previously added participant:
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From the Added Participants, select Remove to delete the participant(s)

Screen Options
Click Done to add the selected participants to the batch and go to the Loan Input screen

Pending or Submitted Batches screen — Success message

\/\//
i - Voya PayCloud
NANCIAL oya Fa ou .
: y y Help | Exit
Voya PayCloud Home > Pending/Submitted Batches
Please select Batch Type
@Your loans batch file has been added to the list of pending batches below.
Batch Type
Pending Batches v
To submit your batch for processing: (1) Select the circle to the left of the batch name and (2) click the Run Batch Button at the bottom of the screen.
Search by:  Select v Search Q
Batch Name w Batch Type w» Payroll Date v Status v Scheduled Date v Division/ Location EEPRETAX w
AutCont Error Contributions 2021-1+-23-5 4 Scheduled for Process... 2021-1-24 0001 HARDWOOQDS SP.. 200 Edit| Print | Delete -
AutCont Error Contributions 2021-11-23-3 4 Scheduled for Process...  2021-11-24 0001 HARDWOQDS SP.. 200 Edit | Print | Delete
AutCont Test Contributions 20211+-23-2 E Ready to Post 0001 HARDWOOQDS SP.. 4.00 Edit| Print | Delete
AutCont Error Contributions 2021-1+23-1 # Scheduled for Process... 2021-11-24 0001 HARDWOOQDS SP... 200 Edit| Print | Del
ContLon Batch Combined 20211+19-4 E Readly to Post 0001 HARDWOQDS SP.. 030 Edit | Print |
AutCont Test Contributions 202111193 B+ Ready to Post 0001 HARDWOOQDS SP. 400 Edit | Print | Delete
Test52 Loans 2021111510 B Ready to Post 0001 HARDWOOQDS SP. 000 Edit | Print | Delete
tst Combined 2021-1+15-9 B+ Ready to Post 0001 HARDWOODS SP. 10.20 Edit | Print | Delete
Loan11152021 Loans 202111158 B+ Ready to Post 0001 HARDWOQDS SP. 000 Edit | Print | Delete
Temp’a[e1 Loans $n7|.11.1l’~.7 B Reachs tn Pact NN HARNWNNNS SP non ’ Edit | Print | Delete
v
< Back
a Ins
£

If you’re using an Imported Loan File;

» The Loan Input screen will also display the message “Your file has been successfully imported.”

+ Continue will execute validations and take you to the Pending/Submitted Batches screen

+ If payoff amount = payment amount, the payoff image will be displayed on the Loan Input screen

* A button to populate payment amount for all participants will be available. The button will provide a
drop- down with values from 1-9. For example, if “2” is selected, the payment amount for
all participants will be multiplied by 2.
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Contributions/Loan Repayment File
Processing

Overview

This option allows you to process a file with contributions and/or loan repayment data. Includes the
functions:

* Importing Contributions and/or Loan Repayment data on a single file
«  Contribution and Loan Repayments set-up data
« Entering payroll and Loan Repayments data

If the plan has Contributions and/or Loan Repayments File Import activated, the Set Up screen will
provide an option to import a file. After successfully importing a file, it will be added to the
Pending/Submitted Batches list, where you can make final edits before manual submission. Click
Contributions/Loan Repayment File

Processing tile on the Home screen to go to the Contributions and/or Loan Repayment processing
pages.

Home Screen

\/O\/{E\A Voya PayCloud

Help | Exit

Voya PayCloud Home

551213 - ABC INDUSTRIES  change Plan

Select an operation from the tiles shown below
« e
I — V—
== —

Add/Enroll Participant Update Batch Participant Update

Add/Enroll participant View/Update participant

Update multiple participants.
Information

e \:@

Contributions Pending/Submitted Batches Loan Repayment
Process contributions to accounts Review batch information Process loan repayments
9/
4 [N |
Contributions/Loan Repayment Bank Information File Upload
Process a file with contributions Add or update assigned bank

and/or loan repayment data

=

Transaction History

View all the files submitted

The Voya PayCloud will be available during these hours:
Monday through Friday from 7:00 AM - 7:30 PM EST
Saturday from 6:00 AM - 12:00 AM EST

Sunday from 12:00 PM - 7:00 AM Monday EST

selling agreement. All products and services may not be available in all states.
All companies are members of the Voya family of companies
© 2022 Ve

Voya and Voya

Insurance products, annuities and funding agreements are issued by Voya Retirement Insurance and Annuity Company ("VRIAC"), Windsor,
CT. VRIAC is solely responsible for its own financial condition and contractual obligations. Plan administrative services provided by VRIAC
or Voya Institutional Plan Services LLC ("VIPS"). VIPS does not engage in the sale or solicitation of securities. All companies are members of
the Voya family of companies. Securities distributed by Voya Financial Partners LLC (member SIPC) or third parties with which it has a
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Contributions/Loan Repayments Set Up Screen
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The Contributions/Loan Repayments set up screen allows you to enter Contributions/Loan
Repayments set up data — Payroll Date, Select Prefunded Account Contribution or Participant

Account Contribution, Division fields, Copy Payroll Data from, Sources.

If you select the ‘Upload a File’ radio button for Import a File, you will be presented with a File Browse
section where you may select the appropriate file to be imported. See the Batch Files and Templates
section for more details. If you want to make manual updates, select the 'Process Contributions
Manually’ radio button and enter the Contribution set up data and click Continue to go to Contributions

Payroll Input screen for batch processing.

Note: File upload feature is not applicable for Prefunded Account Contribution

Contribution/Loan Repayment Set Up Screen when Participant Account Contribution is selected, File Import

activated, File Import — Upload File selected

VOYA

FINANCIAL

Voya PayCloud

Help | Exit

Voya PayCloud Home > Contribution/Loan Repayment

ABC INDUSTRIES - 551213

Process a file with contributions and loan repayment data.
To process a contributions/loans file:

o Please give this batch a name and enter a Payroll Date.

Batch Name (7]

() Prefunded Account Contribution What's
@ Participant Account Contribution
® Disp ay Active Participants Only
_) Display All
0 Would you like to upload a file containing participant clata?

() Upload a file

Ihave & file with participant(s) data that | would Iike to Import.
() Process contributions/loans manually

1 will manually enter the participant data.

V| Display Active Loans Only

Payroll date s used to clanfy Current vs. Prior Year contributions as it aoplies to the IRS Limits.

| Payroll Date (MM/DDIYYYY)

This?

< Back

Fields

Field Description
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Batch Name

Payroll Date

Required field is used for memo purposes only. It allows you to enter a
description for the payroll you are creating, so the description hame is entirely
your decision.

Click on question symbol next to the field. The following text will display

“The batch name must contain no more than 20 alpha-numeric characters or
spaces and cannot include commas.”

Select the dates using the calendar icon. Payroll dates for the following
year (up to January 15) can be submitted from December 15 to 31. Payroll
dates after January 15 must be submitted after January 1.

Note: Please use the correct plan year payroll date when remitting
contributions. The payroll date is used to clarify Current vs. Prior Year
contributions as it applies to the IRS Limits.

Participant
Account
Contribution

Select this option to contribute to the Participant Account through the
contribution batch

Display
Active
Participants
Only

Display
Active and
Ineligible
Participants
Only

Select this option to include only active participants in the contribution batch.
By default, this will be selected.

!E Note: This option is available for selection only for Participant Account
Contribution

Select this option to include participants which are either in an active status or
ineligible status in the contribution batch

Clicking on the help icon will display the below text in a pop-up:
“Select this option if you wish to include participants which are either in an
active status or an ineligible status.”

E Note: This option is available for selection (depending on plan settings)
only for Participant Account Contribution

Display All
Participants

Select this option to include all participants in the contribution batch

Note: This option is available for selection only for Participant Account
Contribution

Screen Options
* Click Browse to select a Contributions/Loan Repayments file to import

* Click View Sample File for formatting instructions to open a PDF file showing formatting rules

* Click Back to retumn to the Home screen - Click Continue to go to the Templates Screen or Participants

screen

May, 2023

pg. 130




Voya PayCloud User Guide

File Browse
For any file import, the file must follow the rules below. The file type must be one of the following formats:

* Excel spreadsheet (.xls, .xIsx and .xlsm)
+ Comma delimited file (.csv)
*  Plain text (.txt)

«  fix

+ .dat

+ .mdo
+ .md5
*  .pay

+ .wk3
« .wk4
 .pm

The imported file size must be greater than zero and less than 5MB.
All SSNs must have nine digits; leading zeroes must be included.

Negative amounts can be accepted. Please contact your administrator for more information on adding this
function.

Note: When you are in the process of creating a template, and attempt to change screens, you will be
prompted to save the template.

Contributions/Loan Repayments Import Formatting Rules
» Allfields/cells should be formatted as TEXT.
* In MS-Excel; a green triangle indicator in the cell signifies that you have stored values as text.

+ Comma Separated File (*.CSV) — Files must be comma delimited. Quotation marks must be removed from

any values containing either single (' ") or double quotation (" ") prior to being imported.
+ Fixed Width Files are acceptable. The same formatting rules apply to each field as Excel or (*.CSV).

* Some data categories will only be accepted by the system if they are allowed by the plan rules. For special

circumstances, additional categories may be available or required but not listed in this document.

» Verify participant account balance prior to submitting adjustments with negative values. Accounts are
subject to change and market value fluctuation.

+ Confirm that all employees on the spreadsheet are entered into the system and that the enroliment
process is complete.

* Multiple Loans per participant may be submitted on a single file

+ Contributions and Loan Repayments can be included on the same spreadsheet.

* Import multiple payroll dates separately.

+ If there are headerl/trailer lines, they must be identified when creating the template. Rows must be
consecutive. Remove any blank rows.
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Data Fields and Formatting
Social Security Number:

o Must contain 9 digits.
o Leading zeros must be included.
o Acceptable formats: 999-99-9999, or 999999999.

o If the Social Security number format does not contain hyphens, then ensure that
the field is formatted as text

Participant name is not required.
Contribution source and Loan Repayment Amount columns:
o If the file does not contain decimals, please check the box titled, “Check this box if dollar amount in the
file do not have decimal points.” when mapping template.
Do not include dollar signs or commas.
Acceptable formats can either be: 999.99 (explicit decimal) or 99999 (implied decimal,
assumes the two digits in the rightmost positions in the cell are cents; use the check
box for this format).
o Division codes (if applicable):
o Maximum 4 digits (valid values based on plan requirements): If you receive the following error
message:
“Participant not in Authorized Division/Location. Please validate the Division/Location you entered. If you have
entered the correct Division/Location, please contact your Plan Manager.”

Indicate negatives with minus sign to the immediate left of the amount, no parenthesis. For example, 9999.99.
Negatives contributions are not permitted for loan repayments
Loan Number
o Three digits required and must include leading zeros (for example, 001,002,006)
o Referto the loan amortization schedule for payment amount and loan number
o Loan Repayments: Payments must be the exact payment amount or an exact multiple of the
scheduled repayment

Actual hours-Plan Year to Date (for vesting purposes):
o Overlay method replaces previous hours

Values should be accumulated by Sponsor and submitted to overlay the previous grand total
Hours should be submitted in whole numbers, not exceeding four digits. If fractional hours are used,
they cannot exceed 3 digits to the right of the decimal.
Anniversary hours (for plan eligibility rules):

o Overlay method-Values should be accumulated.

o Hours should be submitted in whole numbers, not exceeding four digits.

o If fractional hours are used, they cannot exceed 3 digits to the right of the decimal.
Current Hours (Plan year or Anniversary hours): o Accumulate option — special set up required. The amount
submitted will add to the total that exists on the system. o Hours should be submitted in whole numbers, not
exceeding four digits. If fractional hours are used, they cannot exceed 3 digits to the right of the decimal.
Termination Date:

o Acceptable formats : MM-DD-YYYY, MM/DD/YYYY or MMDDYYYY

o Must contain 8 digits

o Leading zeros in months must be maintained
Termination Reason:

o Valid values:

V - Voluntary
1 — With Cause
2 — Laid Off
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3 — Special

4 — Retirement

5 — Permanent Disability
6 - Death

Templates Screen

After you have selected Continue from the File Browse screen, you will see the Templates screen. From here
you can:

»  Select Existing Contribution/Loan Template
+ Create New Contributions/Loan Template from Existing Contributions or Loans Template
+ Create New Template

Templates screen

) Vaoya PayCloud

v vy Home T —————
ABC INDUSTRIES - 551213

an select an xisting temp/ate or create a new cne by selecting from the cptions belov: I you use an existing template, pleass verify that any new columns acded to your file have alsc

A template holds the format you define for the import file, including column headings. After you select
your file, you'll define which column contains SSN, Contribution Amount, Employer Match, etc. The
template can be saved, so that you can reuse it or modify it to create another template next time.

Screen Options

On choosing the ‘Select Existing Contribution/Loan Template’ you will be provided with a drop down list of
saved combined file templates o Click Go after selecting an existing template to go to the Existing Template
screen o Click Delete to delete the selected template

On choosing the ‘Create New Contribution/Loan Template from Existing Contributions or Loans Template’ you
will be provided with the below two options to select from existing Contributions only template or Loans only
template o Contributions o Loans

Select Contributions and click Go after selecting an existing Contributions template to go to the Existing
Template screen.

Select Loans and click Go after selecting an existing Loan template to go to the Existing Template screen

Click Create New Template to go to the Create Template screen
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Click Back to go to the Contributions/Loan Repayments Set Up screen

Create Template Screen
You'll see this screen if you selected Create New Template. It is used to create a new template for an
imported file. When creating a new template. the following rules apply:

New template name has a maximum of 15 characters for fixed width files and 20 characters for .csv and excel
file formats.

A maximum of 50 templates can be saved per plan.

Optional data elements enabled for Contributions will also be displayed. The override name for the optional
data element will be displayed.

A value of “Not Applicable” will also be displayed to exclude any columns from the imported file.

The new template may require a “Division/Location “column (If authorized for the plan).

At any time while you are creating a template, you can click the Save Template button to save your changes.

Create a Template screen

\ fA
/o\/’\ Voya PayCloud .
Voys PayClouc Home » Conwizumion/Loan Repayment > Templates - Craata Template
ABC INDUSTRIES - 551213
Crazme a new template
o New Template Name
many oL ould
2] (2]
Check this box I dollar amounts In file do not have decimal polms
o Now select sach column tite:
Salact an appropriate heading fiom the dropdown list for sach column. To bypase a column, select Not Appiicable.
1 SN ROLLOVER BEPRETAX ER PRO®IT Numbet of Hours Annlversary Hrs ¢
2 78190
( )
<8
Fields
Field Description
New Template Name Enter a name for the new template.
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From top to bottom, how many rows
would you like to remove?

Select the number of header rows contained in the import file.
Options include

“No Headers” (default), and the values 1-9. When the file is
imported, these header fields will be ignored to obtain the file data.
They will still appear on this screen to help you select the column
headings

Upon clicking the question icon, the following text will display within
a pop-up.

“Select the number of headers contained in the import file. Options
include “No

Headers” (default), and the values 1-9. When the file is imported,
these header fields will be ignored.”

From bottom to top, how many rows
would you like to remove?

Check Box if Dollar Amounts Have an
Implied Decimal

Select the number of trailer rows contained in the import file.
Options include “No Trailers” (default), and the values 1-9. When
the file is imported, these trailer fields will be ignored.

Upon clicking the question icon, the following text will display within
a pop-up.

“Select the number of trailers contained in the import file. Options
include “No

Trailers” (default), and the values 1-9. When the file is imported,
these ftrailer fields will be ignored.”

Check this box if the imported file has implicit decimals. If your file
has decimals, leave this box unchecked.

Column Headings

heading name for each column from the drop-down list. The list
consists of the

tions information including a Termination Date and Termination
reason, Loan

ioni.e. Loan ID, Loan Number, the optional fields set as 'Required or
Updateable'

espective modules of the plan and an entry for each available
source in the plan. ss a column, including name, select Not
Applicable. If Loans are not allowed for , the Loan information is
not shown

Screen Options

Click Back to go to the Templates screen.
Click Cancel to go to the Home Screen.

Click Save and Continue to save the template and perform validations. See the Error Corrections section
below for possible error messages and their meanings. This step also removes formatting marks from the
imported data. If there are no errors you will be taken to the Contributions Payroll Input screen

Click Save Template to save the template
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Map Column Header Screen

If you import a file other than an Excel or .csv, you will see a screen to select columns to appear in your
new template.

Map column header screen- New Template

Guide

VOYA

Voya PayCloud

Voys PayCloud Home > Contricution/Loan Repayme tempiate Template
ABC INDUSTRIES - 551213

o
o

New template

Fieid Length

You can add template fields by selecting Field Type, Starting Position and Field Length. Click Add
Field to add the field. The added fields will appear in the section below. You can either Edit or Delete
an added field. Click Update Data to upload the data from the import file.
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Voya PayCloud

Heip | Exit
Template: nplate Template
o New template
o From top 1o battom. how many roy e From bottom to top, how many rows would
you 1 you liks
- @ No Traliers
Check this box If dollar amounts In file do not have decimal poinis
o Now select each column title:
Acd template fields
b4 Starting Position Field Length

Field Name Starting Pozaon Field Length

Socie Securty Number 5 °

EE PRE TAX 15 2

ROTHROLL 18 2

ROTH 21 2

EE PRE TAX ROTHROLL ROTH
: &5 2 =

52275000 7 54

54354000 3 2 2

73590 000 2 31 2

33064000 s A a

96208 000 6 54 2 -

< Bac i

Existing Template Screen

If you select an existing template you will see the screen below. Existing templates can be modified and saved.
Simply make any changes you need to make to any editable field, just as in the new template screen.
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VOVYA
o Voya PayCloud Help | Exit
Vioya PayCloud Home > Contribution/Loan Repayment > Templates > New template Template
ABC INDUSTRIES - 551213
0 New template
0 From ostom, how many rows would uld
¥ move.
- - @
Check this box If dollar amounts In file do not have decimal points
o Now select each column tite:
2 Starting Position Field Length
EE PRETAX ROTH RO ROTH
3 65 =
54
3 23 3
2 34 2
5 a3 4
96208 000 [ 54 E] -

< Back Ccance ] Save And Continue | Save Template

Fields
Field Description
Existing Template name.
Template
From top to The number of headers can be selected. Upon clicking the question icon, the
bottom, how following text will display within a pop-up.
many rows
would you
like to
remove? “Select the number of headers contained in the import file. Options include “No
Headers”
(default), and the values 1-9. When the file is imported, these header fields will
be ignored.”
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From bottom
to top, how
many rows
would you like
to remove?

The number of trailers can be selected. Upon clicking the question icon, the
following text will display within a pop-up.

“Select the number of trailers contained in the import file. Options include “No
Trailers”

(default), and the values 1-9. When the file is imported, these trailer fields will be
ignored.”

Screen Options
* Click Back to go to the Templates screen
* Click Cancel to go to the Home screen

+ Click Save and Continue to save the template and perform validations. See the Error Corrections section for
possible error messages and their meanings. This step also removes formatting marks from the imported data.
If there are no errors, you will be taken to the Contributions Payroll Input screen

* Click Save Template to save template

Error Corrections

In case of errors upon clicking Save and Continue, the screen appears as below. Click View Error
Messages to get a detailed view on the errors. A pop-up will display showing the error. All fields can
be edited on this screen by manually clicking in the cell and typing the correct data.

Error Messages Screen

OYA

Voya PayCloud

Help | Exit

ABC INDUSTRIES - 551213

reste & new template

ROLLOVER

ROLLOVER

(] last saved on Wednesday, nber 17th, 2021 06:40:27 AM

fied by selecting a new heading from the drop down list. To bypass & column, select Not Applicable.

EE PRE TAX - Not Appicable - Not Appiicabie - Not Appiicable

EE PRETAX ERPROFIT Number of Hours Anniversary Hrs G

230

Screen Options

* Click Back to go to the Select a Template screen
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Click Cancel to go to the Home screen
Click Save and Continue after correcting errors to re-validate. Based on successful validation, you will be
taken to the Contributions Payroll Input screen

Click Save Template to save template

Error Message Details

Errors B Print

SSN

m

rror

0006188 Payment amount must match Expected Amount or the Payoff Amount.

Screen Options

Click Print to print the errors
Click Done to close the pop-up and return to the Create Template screen for correcting the errors

Contributions/Loan Repayments Set Up screen with process contributions manually selected
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Voy{-l\ Voya PayCloud

Heip | Exit

Viopa PayClaud Hame » ContributianLesn Repaymrt

ABC INDUSTRIES - 551213
Frecesa o file whn cembiGyilens end lzan repayment cela,
Tapracess & corlibutians|sans fe:

o Piisks# gve s batch & name and énter & Payrol Date

PHyroi 0dte i USHO 1O CH CUTMINIT P, POV TRar COTTOLTENS BE 40055 00 15 RS Limr.

Baten Kane !I?'C | Date

st @ | noam =
() Prafunad &ceourt Conmiason mers Ths?

& Faricipan Accourn Comriution
i Display Anihve Farigioams Orly
7 Display A1
o “Wioukd you Be iz upioad a file contatning participant dat?

Ty Upisad afile
G TN

RO e 0 AT RO

‘@ Process contributionscans manualty
Pl manppy #rier e parkipect Sete

D3 play PAMICRants Wih Conmiimons
£ogy PryTe Can Fram
Geen -,

e foliowing 5ources are Svalable 10 b nchadad i your bech. Shauld you copy
0 &0 f05ung Bk, he delau souees will b peptlated baned an the Bateh
copied Fyou need 15 add or dalets sources fromthe Batch. chack or inches kihe
seurces as appheable.

AYETID SOLTCRL N0 INOUGE 1Y BZR
v EEFRETAX
v ROTHROLL
v ROLLCVER
7 ROTH

v TEHEQVER
1 SHMATCH

7 Diiplay Auve Loans Oy

o Back

Vepnand Vaye aga o g meeasinadenaie of Unpa Secns Camunny

Contribution/Loan Repayment Set Up screen with ‘Process Contribution/Loan Repayment Manually’ option
selected for Prefunded Account
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VOyA Voya PayCloud

Help | Exit

Voya PayCloud Home > Contribution/Loan Repayment

ABC INDUSTRIES - 551213
Process a file with contributions and loan repayment data.
To process a contributions/loans file:

Please give this batch a name and enter a Payroll Date.

Payroil gate iz used to ciary Current vs. Prior Yesr conzibutions 2 It ap|

Baten Name Payroll Date
test |@ |1012021 |
@ Prefunded Account Contribution What's This?

O Participant Account Contribution

The following sources are avallable to be Included In your batch. Should you copy
from an existing batch, the default sources will be pepulated based on the batch
copled. If you need to add or delete sources from the batch. check or uncheck the
sources as applicable.

walanle Sourc

Include In Eatch
EE PRE TAX

ROTH ROLL

ROLLOVER

ROTH

TAKEOVER

SH MATCH

CYRCYREURCIRIARLY

2021 Voys hzttatonsl Pen Se

Voye and Voye logo ere reg

Slick her:

Contributions/Loan Repayments Set Up screen with ‘Process contributions manually’ option selected for
Participant Account Contribution

VOyA Voya PayCloud

Help | Exit

Voya PayCloud Home > Contribution/Loan Repayment

ABC INDUSTRIES - 551213
Process a file with contributions and loan repayment data.
To process a contributions/loans file:

@ Piecsc give s batch a name ang enier a Payroll Date

ot is used o ciarmy Cumrent vs. Prior Year cont ®S Limis.
Neme Payroi Date

| test |@ [ 11012021

) Prefunded Account Contribution What's This?

Participant Account Contribution

® Display Active Participants Only
Display All

@ Vioui you like 1o pload & fie containing participant data?

Upload a file
thave a fie wrh pa

o) aat:

t1 Woula like 1o Import.

Process contributions/loans manually
§ Wil manually enter the participant cata,

Display Participants With Contributions

Copy Payron Data From

sei

The following sources are avallable to be included in your batch. Should you copy
from an existing batch, the default sources will be populated based on the batch
copled. If you nesd to add or delete sources from the batch. check or uncheck the
sources as applicable.

Avavadle Sou

<0 Include In Batcn
EE PRE TAX

ROTH ROLL

ROLLOVER

ROTH

TAKEOVER

SH MATCH

K]’ 8RR

Display Active Loans Only

< Back
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Description

Required field is used for memo purposes only. It allows you to enter a description for
the payroll you are creating, so the description hame is entirely your decision.

Click on question symbol next to the field. The following text will display

“The batch name must contain no more than 20 alpha-numeric characters or spaces
and cannot include commas.”

Payroll Date

Select the dates using the calendar icon. Payroll dates for the following year (up to
January 15) can be submitted from December 15 to 31. Payroll dates after January 15
must be submitted after January 1.

E Note: Please use the correct plan year payroll date when remitting contributions.
The payroll date is used to clarify Current vs. Prior Year contributions as it
applies to the IRS Limits.

Prefunded Account
Contribution

Select this option to contribute to the Prefunded Account through the contribution batch
Note: This option will display depending on the plan settings

Clicking on the ‘What's this?’ link will open the Prefunded Account Guide in a new
window

Participant Account
Contribution

Select this option to contribute to the Participant Account through the contribution batch

Display Active
Participants Only

Select this option to include only active participants in the contribution batch. By default,
this will be selected.

Note: This option is available for selection only for Participant Account
Contribution

Display Active and
Ineligible Participants
Only

Select this option to include participants which are either in an active status or ineligible
status in the contribution batch

Clicking on the help icon will display the below text in a pop-up:
“Select this option if you wish to include participants which are either in an active status
or an ineligible status.”

Note: This option is available for selection (depending on plan settings) only
for Participant Account Contribution
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MaSelzgpRivision/Location Changes divisions to display participants. Only divisions that you have prior accpgs tb4
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May, 2023 be selected by clicking on the division name. Selected divisions are displayed wi;
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May, 2023 “X"icon. Click the “X” to deselect a division. Selected Divisions are displayed in
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May, 2023 and the user can deselect the same by clicking on the division name. This field ipga,n!mg
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Select All
Division/Location

Display Participants with
Contributions

Check this box to select all the divisions/locations in the plan for the contribution batch
(may not appear, depending on plan settings).

Filters for only the active plan participants that have made contributions (optional). This
does not include active participants that have not contributed.

Note: If you select the option to display participant with contribution, you must
also select a batch to copy from. This option is applicable only for Participant Account
Contribution

Copy Payroll Data From

Source Selection

Display Active Loans

This field contains a drop-down list of previously submitted payroll files (may not
appear, depending on plan settings). You can choose to create a new payroll and
copy the financial data from your last payroll. This may be helpful if your payroll does
not contain many changes. This data can include hours, (which can be accumulated
provided your plan is set up for this function).

IE Note: Previously submitted payroll files are sorted by pay date, with the most recent
batch displayed first. This option is applicable only for Participant Account
Contribution

Checked sources will appear on the following batch screen. If you have chosen to
copy payroll data from a previously submitted payroll file, the default sources will be
prepopulated based on the file copied. You can add or delete sources (check or
uncheck) as applicable.

Click this box to display only active loans in the plan. The system displays this field
only if there is more than one loan type. If you uncheck this box and the plan has
accounts with a loan status other than active, the batch contains the Loan Status for
the applicable accounts.

E Note: This option is displayed only for plans offering Participant loans.

Display All Participants

May, 2023

Select this option to include all participants in the contribution batch

Note: This option is available for selection only for Participant Account
Contribution
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Screen Options
» Click Back to go to the Home screen

+ Click Continue to go to the Contributions/Loan Repayments Payroll Input screen

Participants Screen

The Participants screen will display based on the plan settings. All the participants associated with the
plan will display. A pagination option is provided to navigate through the list of participants. You can
select all or specific participants for whom contributions are to be defined.

Participantsscreen

VOYA

Voya PayCloud

Help | Exit

Voya PayClic jome > Contribution/Loan Repayment > Payrc Add Participant to Batch

Only participants within your authorized division/location will display in the batch. If you need to submit contributions for a participant that has transferred to another unauthorized
diviston/location, transferred to your authorized division/location, or Is actively employed in multiple divisions/locations. you may add them here by using the search feature below.
If you had previously added a participant to your batch, they will be displayed below and you may delete them at any time

To add a partcipant, locate them via the search 100l below and click ‘Add

o Select the Div Sub to apply funding to

001 HARDWOODS SPECIALTY PRODUCTS -

If the participant has transferred to your division/location and the division/locanon has nor yet been updated, please contact the current devistonlocation

on/Location : 9999

the participant is actively employed in multipie divisions/locations and the primary division/location should be changed to your authorized division/Tocation, please contact your relationship

ger

Social Security Number wr Participant Name wr Added Participants
123-45.6799 TEST. TESTASD T TEST, TEST ASD 123456799 0001 Remove
999.99.0002 TAKEOVER 2

TAKEOVER, 3 999990003 0001 Remove
999.99.0003 TAKEOVER 3
999.99-0004 TAKECVER 4, FN 4

To search and add a patrticipant:

» Select a ‘Search By’ criteria and enter the corresponding value in the field and click Search
*  From the Search results, select Add to add the participant(s)

To add a participant or all participants:

« Checkthe seecific Earticieantgsz and select Add to add the Earticieantgsz OR
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* Check the ‘Select All' option and select Add to add all the participants

To remove previously added participants:

*  Check the specific participant(s) from the Added Participants list and select Remove to delete the
participant(s)

* Check the ‘Select All' option from the Added Participants list and select Remove to delete all the
participant(s)

Screen Options
* Click Back to go the Contributions/Loan Repayments Set Up screen
* Click Cancel to go to the Home screen

+ Click Continue to go to the Contributions/Loan Repayments Payroll Input screen

Contributions/Loan Repayments Payroll Input Screen
The Contributions/Loan Repayments Input screen allows you to enter or update either

+  Contributions for the prefunded account or
* Contributions and Loan Repayments data for the participants

Based on your selection of Prefunded Account Contribution or Participant Account Contribution on the
Contributions/Loan Repayments Set Up Screen.

For prefunded account contribution, only the prefunded account will be displayed and you may enter or update
the contributions accordingly.

For participant account contribution, you may select and copy data from a previously submitted file
and make changes based on current information, or you may generate a payroll using new
information. If the participants do not have Loan Repayment data, all the Loan Repayment fields will
default to zero and you will not be able to enter a Payment amount.

The participants are sorted in alphabetical order by default. You can sort the participants by clicking
on any of the column headers. An upward orange icon indicates sorting of the column in ascending
order and a downward orange icon indicates sorting of the column in descending order. A Catch-Up
option, if available, will display and allow the user to designate catch- up contributions. A batch can
include both catch-up and non-catch-up contributions.

If you have contributions for a newly eligible participant, you will need to create a new enroliment by
selecting New Enrollment at the bottom of the screen. Once the enroliment is completed, you may
continue entering payroll data on the Payroll Screen.

Note: Only plans offering New Enrolliment functionality will see the New Enrollment button at the bottom of
the screen.
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Contributions/Loan Repayments Input screen — Prefunded Account Contribution

VOYA

Voya PayCloud Help | Exit

Voya P

o

ABC INDUSTRIES - 551213

Your batch is ready for processing. Please be advised, the order of the source columns may have changed. Enter data into the appropriate columns.

d Home > Contribution/Loan R

t > Payroll

Jatch Name Payroll Dat

test 11/01/2021

If you need to submit contributions for a participant that is not included in the batch below you may do so by using the buttons at the bottom of this page

You may contribte to your Plan's Prefunded Account using this contribution batch by indicating the amount by money source you wish to contribute. Only positive amounts will be
accepted by source.

Name w SSNw Stats w EEPRETAX w ROTHROLL ROLLOVER w ROTH w TAKEOVER w sH
P 999991001 00-Active And Eligible 000 000 000 000 000 0t
Total 000 000 0.00 000 000 o¢

Contributions/Loan Repayments Input screen — Participant Account

\/O\/L\ Voya PayCloud

Help | Exit

Voya PayCle Home

- Contribution/Loan Repaye

> Payroll
MARS ADVERTISING, INC. - 551214

Your batch is ready for processing. Ple

be advis

d, the order of the

source columns may have changed. Enter data Into the appropriate columns.

Payment amount Changing the funding source (temporarily)

To populate payment amount you may do ANY of the following Select a different division/location to temporarily change the bank account for this loan

Repayment

= Enter the amount manually
- ct Principal Balance 1ing @ UVIsON/IGCAON yOU are temporarly changing the bank account from wiich the

<t Payoff Amount
« Select Excepted Amount
= Multiply the Expected Amount at the bottom of the

ontribution or Loan Repayment is coming from. This divisonilocation will not be

ated on the participant record through th

Contribution/t.oan Repayment batch To permanently

table change a panicipant’s dision/iocation..

» Participant Update

\ Normic

Payrol [

10/21/2021

It you

1eed to submit contributions for a participant that is

s not Included in the batch below you may do so by using the buttons at the bottom of this page

Add Participants from Alternate Location

Search by: = Setect - reh Q
Name w SSN - Divison/ >  AnVestDate w Poriods of Sve w NumberOf  w  Elig Hrs Anniv w Satery w Eligible Date w
Location H

AGEE-DP. JACKELYN A7188xxxx 0001 1123/2021 3 1000 1000 0.00 =
ASHWORTH-DP. RENATO 58346Gx000¢ 1003 s 000 4.212.00 000

BALCH-DP. CHUN 182833006 1003 26 000 421200 000

BERESFORD-DP. CARMINA D065 1001 9 1000 421200 000

BLOSSER.-DP, GEQRGIANA AB2A43xxxx 1001 15 0.00 421200 000

BLOSSER-DP. LUVENIA 07749000 1001 1a 000 421200 000

BOUR DP. HALLEY DN2A7xxxx 10m 000 4,22000 000

BREW-DP, VICTOR ATIATxxxx 1001 19 0.00 4.212.00 000

BUONO-DP. KIANA O574Txxxx 1001 1 000 292400 000 10/30/2018
CALLAHAM-DP, ERNA 39643xoxxx 1001 8 000 421200 000

Total

By clicking on a participant's name, you can link to the Participant Update section to view or update participant information
Multiply EXPECTED AMOUNT and populate PAYMENT AMOUNT by Y = [ Mujiply J

| Add Additional Participants

] | New Enraliment |

< Back

cCancet

)
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Fields

Prefunded Account Contribution

Based on your plan settings, Division/Location values are selectable and you can select a different

Division/Location for funding purposes. Only positive amount contributions are accepted for the prefunded
account.

Participant Account Contribution

Some columns will have drop-down selection lists (these will differ based on your plan settings and
permissions). Many of these values can be changed on this screen. If Division/Location values are
selectable, each participant must have a value and used for contribution funding.

The Payoff Amount (if applicable) and Expected Amount are represented in a different color. You
can manually enter the payment amounts, or you can select the payment amounts automatically by
clicking either the Payoff Amount or the Expected Amount.

The Multiply Payment Amounts By option provides a drop-down list with values from 1-9. For
example, if “2” is selected, the payment amount for all participants will be multiplied by two. Select the
multiplier value to use for the payment amount. Then click the Multiply button.

If you select Payoff Amount for a participant loan or enter the payoff amount in the payment field, a
PAYOFF image is displayed. You can change your selection, however the last selected amount is the
one displayed in the input box.

By clicking on a participant’s name, you can link to the Participant Update section to view or update
participant information. After finishing the updates to the participants, you will be returned to the
Contributions/Loan Repayments Input screen. See Participant Update section for more details.

The Termination Date and Termination Reason Code may be updated as part of the batch file. The updates
will be sent to the recordkeeping system at the time the batch is submitted and the confirmation is received

Multiple Division Plans

Sometimes multiple division plans that have restricted user access may have the need to remit a
contribution for an employee that they are not the primary employer of within a plan. If a plan is
authorized for multiple divisions, a separate column will be displayed in the table. By selecting a
division/location, you are temporarily changing the bank account from which the funding for this
Contribution will be deducted. The division/location will not be updated on the participant record through
the Contribution batch. To permanently change a participant's division/location, use the Participant
Update screen.

Contributions/Loan Repayments set up screen — Multiple Division Plan
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\/O\/fé\ Voya PayCloud

Help | Exit

Voya PayCloud Home > Contribution/Loan Repayment > Payroll

MARS ADVERTISING, INC. - 551214
Your batch Is ready for processing. Please be advised, the order of the source columns may have changed. Enter data Into the appropriate columns,

Payment amount Changing the funding source (temporarily)

To populate payment amount you may do ANY of the following: Select a different division/location 1o temporarily change the bank account for this loan

. E

Repayment,
er the amount manually Lo d

cct Principal Balance By sotoc
t Payoff Amount tunding

cation.you are te o 9InG the bank account from wich the

s Contribution or Loan Repayment is coming from. This divison/location will not be.

t Excepted Amount updated on the participant record through the Contribution/Loan Repayment batch 1o permanently.
« Multiply the Expected Amount at the bottom of the table change a participant’s divisioniocation,use Participant Update
Batch Name Payroll Date
B6 10/21/2021

If you need to submit contributions for a participant that is not Included in the bateh below you may do s6 by using the buttons at the bottom of this page.

Search by: Select ~ Search Q
Name w SSN w Oivison/ -  AtVestDate w Poriods of Sve w NumberOf =  Elig Hrs Annlv w Salory - Eligible Date w
Location Hours

AGEE-DP, JACKELYN A71A8x000 0001 W23/2021 3 1000 1000 000 et
ASHWORTH-DP, RENATO 58346000 1003 [ 0.00 4.212.00 000

BALCH-DP, CHUNG 18244%00¢ 1003 26 000 4.212.00 000

BERESFORD-DP, CARMINA 99065xxx 1001 ° 10.00 4.212.00 0.00

BLOSSER-DP, GEORGIANA 48243000 1001 15 000 421200 000

BLOSSER-DP. LUVENIA 07749xxxx 1001 14 0.00 4.212.00 0.00

BOURGOIN-DP, HALLEY 91247500x 1001 23 0.00 4.22000 0.00

BREW-DP, VICTOR 4734750000 1001 19 0.00 4.212.00 000

BUONO-DF, KIANA O5741%x0% 1001 1 0.00 2.924.00 0.00 1073012018
CALLAHAM-DP, ERNA 39643x00¢ 1001 8 000 4.212.00 0.00

CARLIN.OP, MAREN up 017425000 < > ;

Total

By clicking on a participant's name, you can link to the Participant Update section to view or update participant information.
Multiply EXPECTED AMOUNT and populate PAYMENT AMOUNT by 1 - [ Muiltipty

( Add Paricipants from Alternate Location J ( Add Additional Participants ] ( New Enroliment )

< Back

Screen Options

+ Click Add Participants from Alternate Location opens a new screen to Add Participant from another
Division/Location to a contributions/loan repayments file, or delete participants from the batch

» Click Add Additional Participants opens a new screen to add additional participants (not already present
on the data file) to a contributions/loan repayments file, or delete participants from the batch

*  Click New Enrollment to go to the Add/Enroll Participant screen

+ Click Back to go to the Contributions/Loan Repayments Set Up screen
* Click Cancel to go to the Home Screen.

+ Click Save and Continue to go to the Confirmation screen with the ability to print the screen. A message in
green font regarding successful Batch addition will display in the top left of the screen.

Add Participants from Alternate Location SCreen

The Add Participants from Alternate Location screen allows you to add participants from another
division or location to a contribution file, or delete participants from the batch. This is only available for
some plans that use multiple locations. Participants from different divisions can be added to a pending
batch. You can view the participants that have previously been added.

Add Participants from Alternate Location screen
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VOVA

Voya PayCloud

Help | Exit

Voya PayCloud Home > Contribution/Loan Repayment > Payroll > Add Participant to Batch

Only participants within your authorized division/location will display in the batch. [f you need to submit contributions for a participant that has transferred to another unauthorized
division/location, transferred to your authorized division/location, or s actively employed in multiple divisions/locations, you may add them here by using the search feature below.
If you had previously added a participant to your batch, they will be displayed below and you may delete them at any time.

To add a participant, locate them via the search tool below and click ‘Add".

o Select the Div Sub to apply funding to.

Select Division/Location to Apply Funding to SSN

0001 HARDWOODS SPECIALTY PRODUCTS v
Search By
e Social Security Number w:
e Search Participant by SSN
Social Security Number v Participant Name wr
123-45-6799 TEST. TESTASD T Add
999-99-0002 TAXEOVER 2 Add
999-99-0003 TAKEQVER 3 Add
999-99-0004 TAKEOVER 4, FN 4 Add

© 2021 Voya Institutional Plan Services, LLC. All Rights Reserved

Voya and Voya 1ogo are registered rademarks of Voya Senvices Compary.

Llick hare for eunnarted hrpwesr

Select a Div/Sub to apply the funding to.

To add a participant to the selected batch:
e Select a ‘Search By’ criteria

e Enter the corresponding value in the field and click Search o From the Search results,
select Add to add the participant(s)

To delete a previously added participant:

¢ From the Added Participants, select Remove to delete the participant(s)

Screen (%ptions
Click Done to go to the Contributions/Loan Repayments Input screen
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Add Additional Participants Screen
The Add Additional Participants screen allows you to add participants that are not on the file.

Add Additional Participants Screen

VOYA

AR Voya PayCloud

Help | Exit

Voya PayCloud Home > Contribution/Loan Repayment > Payroll > Add Additional Participants
ABC INDUSTRIES - 551213

If you need to submit contribution/loan repayments for a participant that Is not displaying In your data file, you may add them here by searching for them using their SSN or Last Name.

Search By

Social Security Number v

o Search Participant by SSN

Participant Name v Soclal Security Number
SCHOOLEY-DP, BOB 506-67-0301 Add a
SAASDADS, SADASD S 21312-3123 Add
SPATARO-DP, LELAND 728-69-1784 Add
SCHWANDT-DP, LONNY 107-63-3926 Add
SUMMERVILLE-DPROYAL 329-42-5848 Add
SFDDSF 435435, SFDDSF 254-33-2432 Add
ST-DP. TE 659-48-4342 Add
SINDELAR-DP, SANTOS 527-67-7556 Add
STAATS-DP, LLOYD 226-82-8022 Add
SOLLY-DP.OICKY 623-09-3772 Add
SOLLY-DPPICKY 623-09-3771 Add v
4 d |

© 2021 Voya Institutional Plan Services, LLC. All Rights Reserved.
Vaya and Voya logo are registered trademarks of Voya Services Company.

Click here for supported browser

To add a participant to the selected batch:

» Select a ‘Search By’ criteria and enter the corresponding value in the field and click Search
* From the Search results, select Add to add the participant(s)

To delete a previously added participant:
* From the Added Participants, select Remove to delete the participant(s)

Screen Options

Click Done to go add the selected patrticipants to the batch and go to the Contributions/Loan
Repayments Input screen
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Pending/Submitted Batches Screen

Pending/Submitted Batches screen

y Voya PayCloud ,
Help | Exit
Voya PayCloud Home > Pending/Submitied Batches
Please select Batch Type
@Your combined batch file has been added to the list of pending batches below.
Batch Type
Pending Batches :
To submit your batch for processing: (1) Select the circle 1o the left of the batch name and (2) click the Run Batch Button at the bottom of the screen.
Search by: | Select - Search Q

Batch Name w Batch Type w Payroll Date w Status Scheduled Date w Divislon/ Location EE PRE TAX w
AutCont Error Contributions 20111235 Scheduled for Process 20211124 0001 HARDWOODS SP 200 Edit I Print | Delete —

( AutCont Emor Contributions 202011233 B Scheduled for Process.. 20211124 0001 HARDWOODS SP_.. 200 Edit | Print | Delete
AutCont Test Contributions 2021-14-23-2 E Ready to Post 0001 HARDWOODS SP 400 Edit | Print | Delete
AutCont Ermor Contributions 2021231 Scheduled for Process 20211124 00G1 HARDWOODS SP 200 Edit | Print | Delete
ContLon Batch Combined 2021-1119-4 E. Ready to Post 00061 HARDWQOODS SP_ 030 Edit I Print | Delete
AutCont Test Contributions 202114183 [E+ Ready to Post 0001 HARDWOODS SP...  4.00 Edit | Print | Delete
st Combined 202111159 [B: Ready to Post 00C1 HARDWOODS SP... 10.20 Edit | Print | Delete
Loani152021 Loans 202-1115-8 | -5 Ready to Post 0001 HARDWOODS SP.. 0.00 Edit| Print | Delete
Template 1 Loans 20211157 [E+ Ready to Post 000! HARDWOODS SP... Q.00 Edit | Print | Delete
BS21 Combined 2NN R B Dok in Poct NNM HARMWINNINS <P Jann ’ Edit | Print | Delete

v
< Back Run Batch
@ 2021 Voya Institutional Plan Services, LLC. All Rights Reserved.
Voya and Voya logo are registered radeniarks of Voya Services Company.
Click here for supported browsers

When Importing a Contributions/Loan Repayments File:

The Contribution Input screen will also display the message “Your file has been successfully imported.”

If the “Display Active Participants Only” box is unchecked, all participants not included in the imported file but found in the
recordkeeping system will be displayed.

Select Continue to advance to the Pending/Submitted Batches screen.

By selecting a division/location, you are temporarily changing the bank account from which thefunding for this
Contribution will be deducted. The division/location will not be updated on the participant record through the Contribution

batch. To permanently change a participant's division/location, use the Participant Update screen.

May, 2023 pg. 159



Voya PayCloud User Guide

Bank Information

Overview

If your selected plan is set up for ACH transmission then you will see a Bank Information tile on the Home

screen. If you do not see a link, check with your Voya plan manager to change your bank information.
Home screen

VOVYA

Voya PayCloud

Voya PayCloud Home

551213 - ABC INDUSTRIES  change Plan

Select an operation from the tiles shown below

Add/Enroll

Help | Exit

&

-
\:S5

Participant Update Batch Participant Update

Add/Enroll participant View/Update participant

Update multiple participants
information

Loan Repayment

©

Contributions Pending/Submitted Batches
Process contributions to accounts Review batch information Process loan repayments

e aun ==

Contributions/Loan Repayment Bank Information File Upload
Process a file with contributions Add or update assigned bank
and/or loan repayment data

Submit a file with contributions
| and/or loan repayment data

fo

B

Transaction History

View all the files submitted

The Voya PayCloud will be available during these hours:
Monday through Friday from 7:00 AM - 7:30 PM EST
Saturday from 6:00 AM - 12:00 AM EST

Sunday from 12:00 PM - 7:00 AM Monday EST

Insurance products, annuities and funding agreements are issued by Voya Retirement Insurance and Annuity Company ("VRIAC"), Windsor,
CT. VRIAC is solely responsible for its own financial condition and contractual obligations. Plan administrative services provided by VRIAC
or Voya Institutional Plan Services LLC ("VIPS"). VIPS does not engage in the sale or solicitation of securities. All companies are members of

the Voya family of companies. Securities distributed by Voya Financial Partners LLC (member SIPC) or third parties with which it has a
selling agreement. All products and services may not be available in all states.

All companies are members of the Voya family of companies.

© 2022 Voya Instwtional Plan Services, LLC. All RIghts Reserved
Voya and Voya logo are registered trademarks of Voya Services Company.

Click here for supported browsers

Bank Information Screen

To add or modify bank information, click the Bank Information tile on the Home screen. Current bank
information will be displayed. You will then have the ability to modify or add bank information as
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needed. Please review the policies and restrictions noted on the bottom of the Bank Information
screen.

Bank Information screen

VOVYA.

Voya PayCloud

Help | Exit

Voya PayCloud Home > Edit Bank Information

ABC INDUSTRIES - 551213

Please update the existing bank Information as needed

Bank Name Routing Number

(2]
Bank Address (Optional) Confirm Routing Number
Bank Address2 (Optional) Account Number

(2]
Bank City Confirm Account Number
Bank State

Checking

Bank Zipcode(Optional)

Please remember the following when adding or changing the bank account

Do not make more than one bank account charnge per business day as all pending payments are drawn from the latest updated account at the close of business for all transactions submitted for the investment
date

Funding for future-dated scheduled batches comes from the bank that Voya has on record at the time that the Investment Is scheduled to take place. Interim changes to bank Information could disrupt the
intended debit transaction

- If you have a need to utilize multiple bank accounts on a regular basis, contact Voya to discuss alternative Solutions 1o your current process

Updating the bank account will impact all contribution payments submitted today as well as pending contributions submitted after 400 p.m. the prior business day. past payments for prior-invested transactions
will not be affected

- Prior to your fist debit, please verify with your bank that 8602739614 is authorized to debit your account.

Fields

Field Description

Division/Location

Display Division/Location for the selected plan (If applicable)

Apply Banking Info to All
Divisions/Locations

If your company has multiple divisions or locations entered in Voya
PayCloud, you can click this box to make the banking information
the same for all of them, even though only one was selected on the
previous screen.

Bank Name

Enter the bank’s name

Bank Address 1

Enter the bank’s street address.

Bank Address 2

Enter the bank’s street address.
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Bank City

Enter the bank’s city.

Bank State

Select the bank state from the drop - down list.

Bank ZIP Code

Enter the ZIP or postal code for the bank address.

Routing Number

Enter the bank’s 9 - digit routing number. You can click on the
question symbol for help text. Routing and Account number help
pop-up will display. See screen below.

Confirm Routing Number

Re - enter the bank’s routing number.

Account Number

Enter the bank’s account number. You can click on the question
symbol for help text. Routing and Account number help pop-up will
display. See screen below.

Confirm Account Number

Re - enter the bank’s account number.

Account Type

Select Checking or Saving

Screen Options

* Click Back to return to the Home screen
* Click Cancel to go the Home screen

» Click Continue to go to the Bank Information Verification screen
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Routing Number and Account Number
Help Locating the Routing Number and Account Number

The Routing Number is a 9 digit number that identifies your Dank. it is usually located to the left of the account number at the bottom of a check. If you are
using an account other than checking, contact your bank for the proper Bank Routing Number.

The Account Number is your checking or savings account number at your financial institution. Itis usually located to the right of the Routing Number at the
bottom of a check or savings deposit slip. Disregard any spaces or dashes in the middle.

Note: The check number is also printed at the bottom of the check but it should not be included as part of your account number.

Please refer to the check and savings deposit samples below to assist you in locating the Routing Number and Account Number.

(1]

B PNCRAN

Actount Humber

Y
Routing Number  Account Number

Alert

Please remember the following when changing the bank account:

+ Do not make more than one bank account change per business day as all pending payments are
drawn from the latest updated account at the close of business for all transactions submitted for
the investment date.

» Funding for future-dated scheduled batches comes from the bank that Voya has on record at the
time that the investment is scheduled to take place. Interim changes to bank information could
disrupt the intended debit transaction.

+ If you have a need to utilize multiple bank accounts on a regular basis, contact Voya to discuss
alternative solutions to your current process.

+ Updating the bank account will impact all contribution payments submitted today as well as
pending contributions submitted after 4:00 p.m. the prior business day; past payments for prior-
invested transactions will not be affected.

Bank Information Screen — Multiple Division Plan

If ACH debit is active for your plan and/or division, the banking information will be displayed by division.
Click Edit or Add Bank as needed to modify the information on file. Bank Information can be sorted by
clicking on the column header. An upward orange arrow indicates sorting of the column in ascending
order and a downward orange arrow indicates sorting of the column in descending order.
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Bank Information screen — Multiple division plan with/without
banking information

VOYA

Voya PayCloud

Help | Exit

Voya PayCloud Home > Bank Information

MARS ADVERTISING, INC. - 551214

Bank Information is shown below for each division associated with your plan. You may add new bank information or edit existing bank information for any division/location shown.

Searchby:  Select v | Search Q
Division/Location Number w Division/Location Name w Bank Name w fccoum w  Actions w
0001 MARS ADVERTISING, INC. TestBank12345 Savings Edit
1001 MERCURY FULFILLMENT SYSTEMS, INC TestBank12345 Savings Edit
1002 EMARKETING, LLC TestBank12345 Savings Edit
1003 TPA LLC TestBank12345 Savings Edit
1004 TWIN OAKS, LLC TestBank12345 Savings Edit
1005 MARS ADVERTISING, INC. TestBank12345 Savings Edit
1006 NOMADIC LLC TestBank12345 Savings Edit
< Back b
al Plan
Voya and Voya logo are registered trademarks of Voya Services Company.
Click here for supported browsers

Screen Options
. Click Back to retum to the Home screen

Add Bank pop-up

Add Bank

Please remember the following when adding or changing the bank account:

- Do not make more than one bank account change per business day as all pending payments are drawn from the latest updated account at the close of business for all ransactions
submitted for the investment date.

- Funding for future-dated scheduled batches comes from the bank that Voya has on record at the time that the investment is scheduled to take place. Interim changes to bank
information could disrupt the intended debit transaction.

- If you have a need to utifize multiple bank accounts on a regular basis, contact Voya to discuss alternative solutions to your current process.

- Updating the bank account will impact all contribution payments submitted today as well as pending contributions submitted after 4:00 p.m. the prior business doy; past payments for
prior-investad transactions will not be affected.

- Prior 1o your first debit, please verify with your bank that 860273964 is authorized to debit your account

-

Edit Bank Information Screen
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VOyA Voya PayCloud

Help | Exit

Voya PayCloud Home > Edit Bank Information

ABC INDUSTRIES - 551213

Please update the existing bank information as needed.

Bank Name
DCU_Test

Bank Address (Optional)
Bank Address (Optional)

Bank Address2 (Optional)

Routing Number
211391825

Confirm Routing Number
211391825

Account Number
44279999

Bank City Confirm Account Number
Mariborough 44279999
Bank State Account Type
MA - Saving
® Checking

Bank Zipcode(Optional)
01752

Please remember the following when adding or changing the bank account:

date.

intended debit transaction.

- If you have a need to utilize multipie bank accounts on a regular basis, contact Voya to discuss alternative solutions to your current process.

will not be affected.

- Prior to your first debit, please verify with your bank that 8602739614 is authorized to debit your account

- Do not make more than one bank account change per business day as all pending payments are drawn from the latest updated account at the close of business for all transactions submitted for the Investment

- Funding for future-dated scheduled batches comes from the bank that Voya has on record at the time that the Investment Is scheduled to take place. Interim changes to bank Information could disrupt the

- Updating the bank account will impact all contribution payments submitted today as well as pending contributions submitted after 4:00 p.m. the prior business day; past paymenits for prior-invested transactions

© 2021 voya institutional Plan Services, LLC. All Rights Reserved.

Vaya and Voya logo are registered trademarks of Voya Services Company.

Click here for supported browsers

Click Back to go to Bank Information Screen
Click Cancel to go to the Home Screen
Click Continue to go to the Bank Information Verification Screen

Bank Information Verification Screen
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VOVA

Voya PayCloud

Help | Exit

Voya PayCloud Home > Edit Bank Information > Verify Changes

ABC INDUSTRIES - 551213

Please verify the following bank information:

NOTE that the operation will not be complete until you click SUBMIT.

Bank Name Routing Number
DCU_Test 211391825
Bank Address Account Number
Marlborough, MA 01752 44279999
Account Type
Checking
By providing the bank account information above, the Plan Sponsor/Trustee acknowledges and affirms their ag with terms and previously agreed to regarding ACH Debit and authorizes Vova, on receipt of a payroll in an

approved format, to debit from the account(s) listed the amount necessary to fund the contributions stated in the payroll submission. I agree to abide by those terms and conditions and by any instructions provided by Voya regarding the use
of this service. Termination of this service will be effective upon Toya's receipt of awritten termination reguest.

Prior to your first debit, please verify with your bank that 8602739614 is authorized to debit your account.

© 2021 Voya Insttutional Plan Senvices, LLC. All RIghts Reserved

Voya and Voya logo are registered trademarks of Voya Services Company:

Click here for supported browsers

Screen Options

Click Back to return to the Edit Bank Information Screen
Click Cancel to go to the Home Screen
Click Submit to save the Bank Information details. Bank Information confirmation pop-up is displayed

Bank Information Confirmation
ok ing i iemati

Bank Information Successfully Submitted

This is to confirm that ACH debit has been established for your plan. All electronic detall files remitted to Voya will result in 8 debit from the designated bank account.
Submissions recelved by the close of the NYSE will be used for same day processing.

Prior to your first debit, please verify with your bank that Voya Is authorized to debit your account. Voya's company ID is 8602739614

Click OK to go to Bank Information Confirmation screen with the ability to print the screen. A message in green
font regarding successful Bank Information update file submission will display in the top left of the screen,
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VO\/A.. Voya PayCloud Help | Exit

Voya PayCloud Home> Bank Information Confirmation

ABC INDUSTRIES - 551213
B Print

o Bank Information successfully created on 11/23/2021 at 12:26:42 PM.

Bank Name Routing Number
JPMC 21391825
Bank Address Account Number
Mariborough, MA 01752 44729999
Account Type
Checking
By providing the bank account informarion above, the Plan Sponsor/Trustee acknowiedges and affirms their agreement with 1erms and condi iy agreed 1o ding ACH Debit and authorizes Voya, on receipt of a payroil in an

approved format, to debit from the account(s) listed the amount necessary to fund the contributions stated in the payroll submission. I agree to alnde by those terms and conditions and by any instructions provided by Voya regarding the use
of this service. Termtination of this service will be effective upon Voya's receipt of a written termination request.

Prior to your first debit, please verify with your bank that 8602739614 is authorized to debit your account.

© 2021 Voya Institutional Plan Services, LLC. Al Rights Reserved.
Voya and Voya logo are registered trademarks of Voya Services Company.

Click here for supported browsers

Screen Options
Click Go To Homepage to go to the Home screen

Reports

Overview

The Reports section of Voya PayCloud updates when a participant changes his or her contribution
deferral percent. Once created, the files will be placed in a database/directory readable by the Voya
PayCloud application. Voya PayCloud provides printable copies of these reports and maintains an archive
of past reports. These reports can be used to update the payroll system. This feature may not be available
for all plans. Please check with your Account Manager for more details. Click on the Reports tile on the
Home screen to go to the Report Selection screen.

Home screen
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Voya PayCloud

Voya PayCloud Home

551213 - ABC INDUSTRIES

Select an operation from the tiles shown below

Help | Exit
Change Plan

4D

Add/Enroll

Participant Update

Batch Participant Update
Add/Enroll participant View/Update participant

Update multiple participants
information

Loan Repayment

(S

Contributions Pending/Submitted Batches
Process contributions to accounts Review batch information Process loan repayments

Contributions/Loan Repayment

Proce:

< a file with contributions
and/or loan repayment data

Bank Information

Add or update assigned bank

==

File Upload

Submit a file with contributions
and/or loan repayment data

Lol 2
) EE

Transaction History

View all the files submitted

The Voya PayCloud will be available during these hours:
Monday through Friday from 7:00 AM - 7:30 PM EST
Saturday from 6:00 AM - 12:00 AM EST

Sunday from 12:00 PM - 7:00 AM Monday EST

le for its own financial condi

Insurance products, annuities and funding agreements are issued by Voya Retirement Insurance and Annuity Company ("VRIAC"), Windsor,
CT. VRIAC is solely respon on and contractual obligations. Plan administrative services provided by VRIAC
or Voya Institutional Plan Services LLC ("VIPS"). VIPS does not engage in the sale or solicitation of securities. All companies are members of

the Voya family of companies. Securities distributed by Voya Financial Partners LLC (member SIPC) or third parties with which it has a
selling agreement. All products and services may not be available in all states.

All companies are members of the Voya family of companies.

© 2022 Voya Insuwtonal Plan Serv

s LLC. All Rights Reserved

Voya and Voya logo are registered trademarks of Voya Services Company.

Click here for supported browsers

Reports selection screen
VOVYA.

Payroll Administration

Payroll Administration Home > Reports

ABC INDUSTRIES - 551213

Help | Exit

FBAK20130328-230333 - E Print
ABC INDUSTRIES Run Date Run Time
Bi-Weekly Deferral Change Report 03/28/2013 23:03:33

Search by: Select - Search Q

Nome Partid Eligibility Date Before Tax % After Tax % Catchup %

ARA 16563159 20120501 ©6.00 ©0.00

RIV 18660702 00000000 04.00 ©0.00

LAY 122942870 20130701 ©02.00 ©0.00

< Back

©2019 Voya insttutional Plan Services, LLC. Al Rignts Reserved.

Voya and Voya 10go are registered trademars of Voya Services Company.

Click here for supported browsers

Click on any report title to display the text of the report in the main window. To print the report, click
the printer icon.
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Each report contains the following information:

* Plan Name and Address
* Run Date

* Run Time

* Report Name

For each participant:

*  Name

+ Participant ID

+ Before Tax Percent
« After Tax Percent

Screen Options
+ Click Back to go to the Home screen

May, 2023
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File Upload

Overview

The File Upload section of Voya PayCloud will allow you to submit files to Voya for processing. The
File upload functionality is used to upload only *.csv, *.txt and *.xIsx file formats. This feature is not
available for all plans. Please check with your Account Manager for more details. Click on the File
Upload tile on the Home screen to go to the File Upload screen.

Home Page

Voyf{:\ﬁ Voya PayCloud Help | Exit

Voya PayCloud Home

551213 - ABC INDUSTRIES  change Plan

Select an operation from the tiles shown below

Add/Enroll Participant Update

(o)
2

Batch Participant Update

Add/Enroll participant View/Update participant

Update multiple participants
information

©

Contributions Pending/Submitted Batches Loan Repayment

Process contributions to accounts

>

Contributions/Loan Repayment

Review batch information Process loan repayments

0 =

Bank Information File Upload

Process a file with contributions Add or update assigned bank Submit a file with contributions
and/or loan repayment data

and/or loan repayment data
n
k

Transaction History

View all the files submitted

The Voya PayCloud will be available during these hours:
Monday through Friday from 7:00 AM - 7:30 PM EST
Saturday from 6:00 AM - 12:00 AM EST

Sunday from 12:00 PM - 7:00 AM Monday EST

Insurance products, annuities and funding agreements are issued by Voya Retirement Insurance and Annuity Company ("VRIAC"), Windsor,
CT. VRIAC is solely responsible for its own financial condition and contractual obligations. Plan administrative services provided by VRIAC
or Voya Institutional Plan Services LLC ("VIPS"). VIPS does not engage in the sale or solicitation of securities. All companies are members of
the Voya family of companies. Securities distributed by Voya Financial Partners LLC (member SIPC) or third parties with which it has a
selling agreement. All products and services may not be available in all states.

All companies are members of the Voya family of companies.

© 2022 Voya Insututional Plan Services, LLC. All Rights Reserved
Voya and Voya logo are registered trademarks of Voya Services Company.

Click here for supported browsers

File Upload Screen
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VOyA Voya PayCloud | Help | Exit

Voya PayCloud Home > File Upload

551213 - ABC INDUSTRIES

File upload details for selected plan

Select Division/Location Data map
‘ 0001 AON PEP v | | select -
Select a File

‘ ‘ [ Browse... J

Date of Payroll

101412022 ’\ P

< Back

Insurance products, annuities and funding agreements are issued by Voya Retirement Insurance and Annuity Company ("VRIAC"), Windsor, CT. VRIAC is solely responsible
for its own financial condition and contractual obligations. Plan administrative services provided by VRIAC or Voya Institutional Plan Services LLC ("VIPS"). VIPS does not
engage in the sale or solicitation of securities. All companies are members of the Voya family of companies. Securities distributed by Voya Financial Partners LLC (member
SIPC) or third parties with which it has a selling agreement. All products and services may not be available in all states.

All companies are members of the Voya family of companies.

© 2022 Voya Institutional Plan Services, LLC. All Rights Reserved.

Voya and Voya logo are registered trademarks of Voya Services Company.

Fields

Field Description

Select Division/Location Changes divisions to display participants. Only divisions that you have prior
access to, will be selectable. Select the appropriate division (if applicable).

Selected Divisions are displayed in bold in the dropdown and the user can
deselect the same by clicking on the division name. This field is only
displayed for plans that maintain different divisions or locations for their
participants.

Data Map Select the Data map to be used for the File Upload process.

Select a File Select ‘Browse' to select a file to import

Date of Payroll Select the dates using the calendar icon. Payroll dates for the following year
(up to January 15) can be submitted from December 15 to 31. Payroll dates
after January 15 must be submitted after January 1.

Note: Please use the correct plan year payroll date when remitting
contributions. The payroll date is used to clarify Current vs. Prior Year
contributions as it applies to the IRS Limits.
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Note: Please make sure that all dates entered conform to the format MMDDYYYY with no

slashes. If dates are entered incorrectly, an error message will appear after you click the Submit
button and all dates must be corrected

Screen Options
» Click Back to go to the Home screen
+ Click Cancel to go to the Home screen
» Click Browse to select a file to import
+ Click Continue to save the changes and go to the Transaction History Screen with the ability to view the
status of the File Upload.

File Browse

The file type must be one of the following formats:
+ Excel spreadsheet (.xIsx)
+ Comma delimited file (.csv)

*  Plain text (.txt)

Rules
* The imported file size must be greater than zero and less than 5MB.
» All SSNs must have nine digits; leading zeroes must be included.

Submission in Progress Pop Up

Submission In Progress

Your file submission is now in progress. You will be redirected to the Transaction History page where you will be able to
monitor the status of your request. Please continue to monitor the Transaction History Page to confirm your file submission
is successful. Click OK to continue to the Transaction History Screen.

Screen Options
Click OK to be brought to the Transaction History screen. Refer to Transaction History section below for details.
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Transaction History

Overview

The Transaction History section of Voya PayCloud allows the user to view all File Uploads

activity. Contribution files may be edited from this screen if they are not in a Submission in
Progress or Submitted status.

These File Upload Status include:

Contains Errors — User will need to review errors, correct, and submit

File Processing Error — File error that would require correction of the file and resubmission of the
corrected file

*  Scheduled — uploaded the file but will be submitted at a future date

The user will click on the Transaction History tile from the Home Screen or will be directed to Transaction
History after a File Upload is submitted.

Home Screen

\/Oyfi\ Voya PayCloud Help | Exit

Voya PayCloud Home

551213 - ABC INDUSTRIES  change Plan

Select an operation from the tiles shown below
K <
) (1) o
=]

R

Add/Enroll Participant Update Batch Participant Update

Add/Enroll participant View/Update participant
Information

(s = &

Contributions Pending/Submitted Batches

Update multiple participants

Loan Repayment

Process contributions to accounts Review batch Information Process loan repayments

S 0 ==

Contributions/Loan Repayment

Bank Information File Upload

Process a file with contributions Add or update assigned bank Submit a file with contributions
and/or loan repayment data and/or loan repayment data

g0
—

Transaction History

View all the files submitted

The Voya PayCloud will be available during these hours:
Monday through Friday from 7:00 AM - 7:30 PM EST
Saturday from 6:00 AM - 12:00 AM EST

Sunday from 12:00 PM - 7:00 AM Monday EST

Insurance products, annuities and funding agreements are issued by Voya Retirement Insurance and Annuity Company ("VRIAC"), Windsor,
CT. VRIAC is solely responsible for its own financial condition and contractual obligations. Plan administrative services provided by VRIAC
or Voya Institutional Plan Services LLC ("VIPS"). VIPS does not engage in the sale or solicitation of securities. All companies are members of
the Voya family of companies. Securities distributed by Voya Financial Partners LLC (member SIPC) or third parties with which it has a
selling agreement. All products and services may not be available in all states.

All companies are members of the Voya family of companies.

© 2022 Voya Insur

Voya and Voya log

Click here for supported browsers
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VOVYA.

“oya PayCloud

Gonoral Administration | Help | Exit

W TS I HO e = T AR O Ren HI1ORy

LEIZ21Z - ABC IMDUSTRIES

N Pl Pind [l Bl rvadii &

Changs 1'lan

Star Date End Caie

DAOROEE =1 OROBREOFE =1

Transpatinm Mo

Search by ETIITE] ¥ Ha o E=1

P ] - Firpraed Dot T ke LT - b - [+ - AUl -
(=il Mode Tree

oW IO OV IOIY Wie Lpaosd CormiHines SR TR Ak File PecCeuting Briar Wi EaLai | Dalse
ovaaIoaE avemIags il Lol P — S SR BB Bl P
1AW IOIT 1R IOIT File Lpiosd Tomidned SRV SR 0 Fubrtned Wiy
AZADE 0T AZARIOIE Fiis ipiond Comidnad TR AW B Submimed W Doaradin
4 3 -

i &% of 82 Page § of § i
£ o

IrnBair S o o ues, annulthes aod funding agresments ane Bseed by Yoya Retirement insurancs and Annully Sompany [“YRLACSS,
Wimdson CT. WRLAC |5 solely responsibie Tor its own inanclal conditon and conractual obligatons. Plan administralive seivices
pravided by WRIAS of Vaya Institutisnal Flan Serdees LLE (WIPS®) WIPS dees net engage i 1he sale ar saliclatisn of securities. Al
campanies are members of the Yove famlly of companies, Securllies dlatributed by Voya Financlal Partners LLS {mvermibar SIPC)H or
third partlios with wwhich it haz a aoling agresment. A preduectis and servicos may not Be avallaiie o ol stetos.
Al Eamiganies are emilers OF hea Woyd Tamily of SO panies.

Fields

Field

Description

Search By

Search Options:

Batch Name
Batch Type
Payroll Date
Status

Schedule Date
Division/Location
Contribution Total

* Loan Total
Search Ability to enter the search value for the selected Search Option
Select the start date for the File Upload using the calendar icon.
Start Date
End Date

Select the end date for the File Uploads using the calendar icon.
Once both dates are entered the screen will refresh.

Transaction Mode

The user may select from the following options.
All

Batch

File Upload

* Online
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Note: The user may search on this screen as well by the column headers and entering a value in the search
box. There is also the ability to sort by the column headers in ascending and descending order.

Screen Options
* Click View Details to view the error details
* Click Delete to delete the file that was uploaded but not submitted.
+ Click Cancel to go to the Home screen

Error Details screen

Overview

The Error Details feature in Voya PayCloud, allows the user to view errors and warnings on uploaded files.
The user may print the list of errors and warnings, correct the fields in error or submit the file with errors.
The Files with errors may be edited from this screen if they are not in a submitted status.

The below actions can be performed on a Pending batch. Select the batch and click:

+ Edit Records to go to Error Correction screen to correct the fields in error.
« Exclude All checkbox to exclude all records that failed.
* Exclude to exclude the records from the file.

Click Pending/Submitted Batches to display the Pending/Submitted Batches screen. The default display
is of Pending Batches (a list of all files created but not submitted), of payroll types (Contributions, Loans
and Combined). Use the Batch Type pull-down to select Submitted Batches which will display submitted
and deleted batches. Displayed batches are sorted in descending order of payroll date, then by payroll

type.
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Voya PayCloud

General Administration | Help | Exit

Voya PayCloud Home > Transaction History > Error Details

551213 - ABC INDUSTRIES ~ Change Pian

Search by: = Select il Search Q
D Exclude Participant ID s Participant Name Error Message v Type w Status Action
ALL
D 50106xxxx HEWHIREH, HEWH... Error: 'TO' participant Error Needs Attention Edit Records
4 4
< Save | [ Print Error/Warning Report J [ Submit With Errors J
Back
© 2023 Voya Institutional Plan Services, LLC. All Rights Reserved
Fields

Field Description

Search By Search Options:
. Batch Name
*  Batch Type
*  Payroll Date
. Status
*  Schedule Date
* Division/Location
*  Contribution Total
* Loan Total

Search Ability to enter the search value for the selected Search Option

Exclude All Select Exclude All to excluded all of the records with errors from

the file.
Edit Records Allows the user to correct or update the information for the
individual records.

Screen Options

« Click Back to go to the Transaction History screen
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« Click Save to submit the batch for processing
«  Click Submit if enabled, to submit the file once all errors are cleared.
«  Click Print Error/Warning Report to print all of the errors for the file.
« Click Submit with Errors if enabled, to submit the file with errors that do not require attention.

Error Correction Screen

Voya PayCloud User Guide

/OYA

Voya PayCloud

General Administration | Help | Exit

Voya PayCloud Home > Transaction History > Error Details > Error Correction

551213 - ABC INDUSTRIES  change Pian
PARTICIPANT ID : 002669272
Field Name w Value @
PhoneNum 7177206550 F—
DefaultDeferralFlag Y
BirthDate 19630215 %
DemographicEffectiveDate 20221019
EMailAddress britness.fuat@test.com
AddrL3 SUNNYVIEW ESTATES
4
4 >
1to 18 of 18 Page 10of1
< Back ( Reset Data ‘ “
Fields
Field Description
Field Name Contains the name of the field which contains an incorrect value.
Value Modify the value to display the correct information for the corresponding
field name.

Screen Options

« Click Back to go to the Transaction History screen
« Click Reset Data to reset the data if changes were made but not wanted.
« Click Save to save the changes made to the fields noted as having an error.

Need assistance?:

Please call 1-800-238-6212 to speak with a representative of Voya’s Electronic Data Submission
team. Representatives are available Monday through Friday from 8:30 AM — 6:00 PM EST.

May, 2023

pg. 177




