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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 your 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:
¢ Paperless (electronic) transactions.

¢ Send payroll contributions and loan repayments. Refer to the Contributions Section (pg 77) & Loan
Repayment Section (pg 99).

¢ 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 (pg44).

¢ Update demographic data for enrolled participants. Refer to Participant Update Section (pg57).
¢ Provide payroll funding via the Automated Clearing House (ACH). Refer to the Banking Information
Section for additional detail (pg 107).

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 will be required to complete a Sponsor Web Activation Request form. Your
Plan Manager will give you more details. See Initial Registration Process for more information. 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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You will only be able to 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
if you have any questions regarding division access.

Initial Registration Process

The steps below detail how you will proceed through the initial registration process and establish a profile for
the Sponsor Web before you can reach Voya PayCloud.

1. After submitting a Sponsor Web Activation Form, you will receive an e-mail which will include a linkto
the registration site and instructions on how to begin the registration process.

From: Sponsor Weh sent: Mon 1/7/2019 3:54 A

Plan Sponsar
Subject: Register for the Woya Plan Spansor Web site
. iz}
You can now register to access the Yaya Plan Sponsor Welb site.
Please copy and paste the link below into your browser to start the registration process.™
You will be asked to enter a PIN. This PIN has been sent to you in a separate e-mail titled 'PIN for the Vaoya Plan Sponsor Web site',
https://sponsar.voya.com/sponsar/publi c/userregistrationy/securitycode. action?sponsorlID=74ds 7c24af6d435 1h 752alesb s ah g
If you did not receive a PIN or have questions regarding the Web site registration process, please contact your plan administrator at your organization for assistance,

*we recommend that you do not dlick on Internet links contained in e-mails. It is safer to copy the link into your Internet browser as a way to access our web site,

2. A second e-mail will be sent to you which will include the temporary PIN to enter on theregistration

From; Sponsar WWeb Sent: Mon L/7/2019 3:54 AM
To: Plan Sponsor
@
Subject: FIN for the Voya Plan Sponsor Web site
. . . . &
This PIN is only needed for your initial registration for the Voya Plan Sponsor Web site,
Pin: h&ca2

The ¥eb site registration link has been sent to you in a separate e-mail titled 'Register for the “oya Plan Sponsar Web site',
If you did not receive the Web site registration link or have guestions regarding the web site registration process, your please contact your plan administrator at your organization for assistance

Thank You.
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3. Copy and paste the link from the first e-mail into a browser window to open the Sponsor New
Registration screen and begin the registration process. Enter the PIN number on the initial screenand
click Continue to proceed to Create User ID and Password screen.

Enter PIN screen

Enter PIN

Please enter the PIN that was emailed fo you

PIN:

Terms of Use

@ 2016 Voya Services Company. All rights reserved.
‘“Yoya and the Voya logo are registered trademarks of Voya Services Company.

4. On the Create User ID and Password screen, enter a User ID and Password. You must adhere to the
required criteria listed in the right margin when constructing your user ID and password. Click
Continue. A registration Confirmation email will be sent to your email address

Create User ID and Password

VOYA

EENANCIAL

Create User ID and Password

Please create a User ID and Password for the Voya Plan Sponsor website. Please remember lo always keep your
password confidential and change it regularly

Enter New User ID: I‘— User |Ds must meet the following criteria:
~Minimum length of six {6) characters

Enter New Password: I -Mumbers or Letters are aliowed, but no spaces or special characters

Re-enter New Password: '7 Passwords must meet the following criteria:
-Minimum length of eight () characters
-Must contain three of the following four charactenstics: Upper Case, Lower
Cancel m Case, Numeric or Symbol (f=S&@)

Terms of Use

© 2016 Voya Services Company. All rights reserved
‘oya and the Voya logo are registered trademarks of Voya Services Company
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5. Clicking Continue on Create User ID and Password screen will display the below screen. You will
need to verify and confirm your email address. Clicking YES, IT IS will take you to Verification Code
screen. A Voya Verification Code email will be sent to you. Clicking NO, IT ISN’T will take you to a
screen with help desk contact number for email address update.

Verify identity screen

VOYA

As we continue to enhance our security methods, we will need you to
verify your identity.
Is this email address correct?

testuser@wvoya.com

S2ONT Moy Sorvices Camipany. AN ights tospved

6. On the Verification Code screen, enter the Verification Code and click VERIFY. You will be taken toa
screen with options to add another security option to verify your identity or go toDashboard

Verification Code screen

VOYA

We have just sent a verification code to te...@voya.com

Please enter the code below to verify your identity

mier code

8334 | Higat recwive & phsscode, wend me anolher

Tips

« Itcould take a few minutes to receive your code.

+ Make sure the first 4 digits of the code above match the code you recelve, then enter only last 6 digits.

- Ifyou selected emall, try opening a separate 1ab or browser to retrieve - and remember, it could be in your Junk folder

« If appropriate, piease legilsler your device on the next screen, We won't need to send a verification code to confirm identity if you are
lagging In from a registered device:

« If your mabile carrier is Sprint and you afe not receiving your code. you must téxt "Allow 58286" 16 number 9999 {o unlock tha
message.

S201T Voys Services Company. All iights ressrved
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7. On the below screen, on clicking GO TO DASHBOARD will display a Registration Confirmation
screen. Click ADD ANOTHER OPTION will take you to a screen with options i.e. Google
Authenticator Option, Mobile for identity verification

Add another security option / Go to Dashboard screen

VOYA

FINANGIAL

Would you like to add another security option to verify your identity or
go to your dashboard?

Adding more than one option will help make your account more secure.

ADD ANOTHER OPTION GO TO DASHBOARD

©2017 Voya Services Company. All rights reserved

8. Click Continue on the Registration Confirmation screen to go to Welcome to Sponsor Webscreen.

Registration screen

VOVYA

FINANCIAL

Registration

Thank you for registering. A confirmation of your registration will be sent to your email address.

Please click Continue to complete the process and access the Web Site_

Terms of Use

® 2016 Voya Services Company. All rights reserved.
Voya and the Voya logo are registered trademarks of Voya Services Company.
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9. On Welcome to Sponsor Web screen, log in with your User ID and Password. You will be presented
with a Register Device screen

Welcome to Sponsor Web screen
VOYA.

Welcome to Sponsor Web

User ID

Forgot your User ID?

Password

Forgot your Password?

New to the Sponsor Site?
Help | Contact Us

Please contact the plan istrator at your ion to begin the regi
process. If you are the plan administrator, or if there IS no designated plan
administrater at your organization, please contact your Voya Pian Manager

For password resets, please call the Vioya Financial Application Support Team at
(877)214-1516.

Insurance produris, annities and funding agresments are Issued by Yoya Refirement Insurance and Annuity Campany ("VRIACT), Windsor, CT. VRIAC is solety responsibe for its own
financial condifion and contractual obiigations. Pian adminisirative services pravided by VRIAC or Vaya Instifutional Plan Services LLC ("VIPS"). VIPS does not engage in the sale or soliciiation
of securifies. 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 agresment. All products and services may not be available in all states

Terms of Use

©206 Vova Services Company. All nights reserved.
Voya and the Voya lago are registered frademarks of Voya Senvices Company.

10. You can choose the options ‘Yes — please register mydevice’ or ‘No — do not register my device’ and
click Continue to go to Sponsor Web Non-Disclosure and Information Security Agreement screen. If
you choose the option ‘No’, you will receive a Verification Code on your registered email and will be
taken to the Verification Code screen every time you log in with your User ID and Password to
Sponsor Web.

Register Device screen

VOYyA.

Would you like to Register Your Computer or Mobile Device?

®  yes- please register my device

| trust this device and wish to avoid receiving and entering a verification code every time | login

No - do not register my device
| am on shared device and/or | prefer to confirm my identity every time | login by receiving and entering a verification code

CONTINUE

©2017 Voya Services Company. All fights reserved.
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11. Click Accept on the Sponsor Web Non-Disclosure and Security Agreement screen to completethe
registration.

Sponsor Web Non-Disclosure and Information Security Agreement screen

VOVYA

FINARCIAL

Sponsor Web Non-Disclosure and Information Security Agreement

Important

This site provides access to specific confidential information to help administer or service a refirement plan. Because this is confidential customer information,
and keeping that information secure is very important to us, we request that you read the information below and accept the terms we have outlined. As part of
our internal securty policies, we will ask you to accept these terms on an annual basis

| agree:

to not disclose my password to any other persons and understand that each person needing to access the website must submit a request separately and be
granted access based on proper security profiles;

v

that | am responsible for any transactions performed with my access ID;

w

that uniess otherwise noted, all information is classified as confidential (data made avaitable only within the workplace and not made available to the general
public);

v

to acknowledge that all information accessed is Vioya property and is only needed by me fo perform my job responsibilities; and

v

to treat information obtained from this website as confidential and will take the necessary measures to ensure such confidentiafity

v

Terms of Use

2 2018 Voya Services Company. All Aghts resened.
‘oya and the Voya logo are registered trademarks of Vioya Services Company

Logging On to Voya PayCloud

Sponsor Web Logon

This section describes how you will access the Sponsor Web after the initial registration process has been
completed and a user ID, password and identity verification have been established. Plan Access is a function
of Sponsor Web and requires that you log into this application first. To access Sponsor Web, open an Internet
Browser such as Internet Explorer or Chrome.

1. Use the following URL to access Sponsor Web: https://sponsor.voya.com. You will see the Sponsor

Web login page.

Click on Sponsor Web Login.

Enter your user ID and password and then click Go to continue. If you are logging in from a non-

registered device you will be prompted to enter the Verification Code received on your registered

email address for entering the site.

E\ Note: Sponsor Web user IDs cannot be shared between users. Each user needs their own unique user
ID and password. If you have any questions about logging in, contact your Sponsor Web support staff.

2.
3.

February 2020
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Welcome to Sponsor Web

User 1D
Forgot your User ID?

Password
Go

Forgot your Password?

New to the Sponsor Site?
Help | Contact Us
Please contact the pian tor at your 1o begin the reg

process. Ifyou are the pian adminisirator, or if there 1s no designated pian
administrator at your organization, please contact your Voya Pian Manager

For password resets, please cali the Voya Financial Application Support Team at
(a77) 2141516

Insurance products, annifies and funding agreements are issued by Voya Refirement Insurance and Annuify Company ("VRIAC™), Wi
financial condifion and contractual obiigations. Pian administrative serviees provided by VRIAG or Voya Institutional Pian Services "), VIPS does not engage in the sale or solicitation
of securiiss. All campaniss ars membars of the Voya family of companies. Securities distributed by Voya Financial Partners LLC (mamhar SIPC) or third parties with which it has a
selling agreement. Al products and services may not be available in all states.

<or ET VRIAC s solely responsible for its own

Termis of Use

7016 Voya Services Company. All ights reserved.
Voya snd the Voya loge are registered trademarks of Voya Services Gompany.

Sponsor Web Home screen

VOVYA

ETRANCTAL

Homa

Profile: | Help | Contact Us té Card Logout

Welcome TestPayAdminle=r Your fast login: 01/25/201% at 08:43 AM EST
RELATIONSHIP ¢

+

SUMMARY

Plan He

Your Plan List

Total Defined Contribution Plans: 10
Total Relationship Balance: §3,828,915.254.80

Retirernent Savings Planl BAEZ3E 5651.963:43
Retirernent Savings Plan 2 Fa8238 152 31.674.022.83
Retirerment Savings Plan 3 Baegsa 47,382 $3.203,613.453.30
Retirernent Savings Pland Tz 141 $5,986.840.31

Set-Up Top Plans | Wiew AllPlans | View All Investments

O, search B News Center

@B\r Participant Oﬂy Plan

Last Nama First Name

I |
OR

55N (last 4 digitz)
XXX - XN - I_

Partial strings -at a minimum of 4
characters may resulf in a higher

number of responses,
Search

Terms of Use

016 Voya Services Company. All rights reserved
Moya and the Voya lego are registerad trademarks of Voya Services Company.

Tota Baance| —YTD Contibutions
30

View All Participants >>

oo

$200.00

View All News ==
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4. Access a specific plan from the Home page by clicking on the plan name in the Relationship Summary
or performing a quick search using the plan name or number.

After you select the plan you will see the Plan Summary dashboard.

Plan Summary screen

VOYA

FREAMC I,

Home | Profile Help | ContactUs | ReportCard Lopgoast

Relationship Summarny Plan Info Participamnt info Reports Processing Center Invesiment info Resources & Forms

. . Contribution Submission
Retirement Savings Plan 1 - f666F | Chenge Pian

& Print
Payroll Feedback
Plan Summary Informetion as of 11/15/2018
Address Contrast Issue Totat Parficipants Primary Centact
Cfo Fred Cox D5 472004 20 OwnerFirst OwnerLast
gli;':::"ﬁig?,%f' #a0 Plan Year End Plan Type
— “ 12031 03B}
View All Parficipants =»
Balance information
Ealance (Allocated} $254 153 .57
Balance By Source of Money
Loan Balance 54 647 .68
B EMPLOYEE FRETAX NI
Total Balance $258,801.25 T st
B EE PRETAX BASIC MATCHED |
§1.888.87
Show Results By ®¢ O
View Balance Defails By:  Source | Investment | AssefClass
Q, search Quick Links
Reporis Plan link
® By Participant O By Plan i calic
Last Mame Firct Hame » Loan Monitoring - Definquent Loans Repart » Contribufion Submission

I I 3 Loan Monitoring - Missad First Loan Payment Reporty Payroll Feedback File
OR
55M (last 4 digits)

m-::-l_

Pariigl strmgs at a minemum of 4 characters
may result in 3 higher number of responses.

You can click Contribution Submission link either under the Processing Center or from Quick Links

Section to go to Contribution Submission screen.
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5. Click Voya PayCloud link on the Contribution Submission screen. You will go directly to your plan’s
Home screen on the Voya PayCloud application.

Contribution Submission screen

. /3/\ Plan Info » Participant Info + Reports Processing Center » Investment Info » Resources & Forms » ERISA Services «

FINANCIAL

Homepage » Processing Center p Contribution Submission

Automated remittance processing makes sure your contributions are processed quickly, accurately and efficiently, every time

® Voya PayCloud
This electronic payroll interface automatically reconciles the data you provide with our record keeping system, giving you control over payroll
contribution processing accuracy.

® |nternet File Transfer (IFT)
Sending your contribution data is easier than ever. IFT gives you the ability to send files, in a pre-approved format, with no additional software or cost
Once your account has been set up, all you need is access to the internet, and with a few clicks of your mouse, your data will be sent securely to us for
processing. This method is suitable for any size plan.

® Online Payroll Submission (OPS)
Allows you access to previously submitted remittance information. Once your account has been set up, you may choose to modify the previous
contribution, loan and/or hour information by participant, or submit the payroll information as is for the current period and submit to us automatically and
securely. This method is best suited for small to medium size plans.

Below are some materials that may help you use the Voya PayCloud tool. The material is specifically for Sponsors using the Voya PayCloud tool to emit
contributions. To view these items, click on the names below

Voya PayCloud User Guide
Voya PayCloud Quick Start Guide
Voya PayCloud Webinar

Note : Browser popup blockers should be disabled to run the Voya PayCloud application. Once in the
Voya PayCloud application, your user ID and password will determine which retirement plan(s) and
division(s) you may access. Contact your Account Manager with any questions regarding login.
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Voya PayCloud User Guide

Overview

The Home screen 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 on the
Voya PayCloud link on the top navigation bar. The Home screen will also appear as a default screen once an
operation has been cancelled. Information regarding the availability hours of the Voya PayCloud system is

displayed at the bottom of the screen.

Home screen

VOYA

FINANCIAL

Voya PayCloud

Help | Exit

Voya PayCloud Home

ABC INDUSTRIES - 551213

Select an operation from the tiles shown below

Change Plan

9

Add/Enroll

Add/Enroll participant

©

Contributions

Process contributions to accounts

r

(il

Pending/Submitted Batches

Review batch information

Bank Information

Add or update assigned bank

O

Administration

Review and update your settings

Saturday from 6:00 AM - 12:00 AM EST

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

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

Click here for supported browsers

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

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

Screen Options

¢ Click Change Plan to go to the Plan Selection screen to select a different plan (if applicable)
e 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 update

February 2020
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Voya PayCloud User Guide
¢ Click Batch Participant Update to go to the Participant Update screen for making ParticipantUpdates

e 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

e 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

e Click Bank Information to go to the Bank Information screen for adding or updating the assigned bank

¢ Click Reports to go to the Reports screen to view the generated reports for participant changeson
contribution deferral percent

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

[\ona PayCloud Log Out Successful

©2022 voya Institutional Plan Services, LLC. All R\gh(s 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 accessible to the user. If the plan list contains more than
25 plans, you will be provided with the option to search for a plan by Plan Number or Plan Name. You can
also click on a plan from the plan list to go to the Home screen for the plan.

Plan Selection screen

VUY&:}AK Voya PayCloud Help | Exit
Select Plan to Load
Search by: | Plan Number v | | Search E‘
Plan Number v Plan Name v %
102938 Framework 2016 TPA =
11102 MS Test Plan 1
1MA01 Map Select TPA plan
1MA02 Map Select TPA plan
135790 NEW PLAN
240001 Map Select 2016
245800 NEW PLAN
263007 KERN COUNTY CA
300011 Voya Select Advantage IRA
303034 Tracey Test 74 part 2
428764 HRA test plan
428765 TRUSTEES OF NOLHGA
457861 HRA test plan
458127 IGRIF NAV AUV Loglc Check
459621 CUSTOMCHOICEBLEND Il
478564 HRA test plan
487512 TRUSTEES OF NOLHGA
501501 SUPERNOVA
501502 ING U.S. SAVINGS PLAN AND -
110100 of 7.391 (i) (<) Page 1 of 74 30 G

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

©2022 Voya Instinstional 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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Screen Options
e You may select to search by Plan Number of Plan Name
e Enter either the exact or partial Plan Number/Name and click enter

e You will then be able to select from the list provided to go to the
Home screen for the plan

o Click Back to go to the Home screen for the previously selected plan

Note: The pagination options are available only when the plan list contains more than 25 plans
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Add/Enroll

Voya PayCloud User Guide

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

Voya PayCloud

Help | Exit

Voya PayCloud Home

ABC INDUSTRIES - 551213 chenge Plan

Select an operation from the tiles shown below

9

Add/Enroll

Add/Enroll participant

Mo

Participant Update

View/Update participant
Information

Batch Participant Update

Update multiple participants

©

Contributions

Process contributions to accounts

i

Pending/Submitted Batches

Review batch Information

-

Loan Repayment

Process loan repayments

Contributions/Loan Repayment

Process a file with contributions

Bank Information

Add or update assigned bank

&

Administration

Review and update your setungs

andlor loan repayment data

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

company

Import File Screen

The plan must have Enroliment 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 Enroliment 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
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VO\/A Voya PayCloud

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]?

Help | Exit

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

@ Add or Enroll participant 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 Services Company,

Click here for supported browsers

Screen Options

e Select Add or Enroll participant manually and click the Continue button to begin the individual enrollment process
e Select Upload a file to select an enroliment file to import
o Select Back to return to the Home screen

Import File screen — Option ‘Upload a file’ selected

\/O\/A 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 DATA]?

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

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

Selecta File

Browse...

B View Sample File for formatting instructions

< Back

©2021Voya Institutional Plan Services, LLC. Al Rig

Voya and Voya logo are registered trademarks of Voya S

Click here for supported browsers

Screen Options

e Click Browse to select an enrollment file to import

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

e Click Continue to go to the Templates screen
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File Browse

The file type must be one of the following formats:
e Excel spreadsheet (.xls, .xIsx and .xlsm)

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

o fix

e _dat

e .mdo
e .md5
e .pay
o .wk3
e .wk4
e .prn

Rules

e The imported file size must be greater than zero and less than SMB.

e 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 Enrollment 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 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.
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Participant Name

Change

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.

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.
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..

Division Codes Four-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.

Payroll Frequency Formatted as one digit:
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

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

Anniversary hours
(for plan eligibility
rules)

Current Hours (plan
year or anniversary
hours)

Annual Salary

Deferral Amount

Deferral Percentage
(if required by your
plan)

Investment Elections

Eligibility Exclusion

Default Enrollment

QDIA Default
Enrollment

Employee Number

Gender

Marital Status

Voya PayCloud User Guide

Hours must be submitted in whole numbers and must not exceed four digits.

Accumulate option (special set-up required). The amount submitted is added to the
existing total.

Hours must be submitted in whole numbers and must not exceed four digits.

Accumulate option (special set-up required). The amount submitted will add to the total
that exists on the system.

Hours must be submitted in whole numbers and must not exceed 3 digits.

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

Submit in whole percentages only. Special set-up required for fractional amounts.
Must include decimal point, limit to two digits after the decimal.

Do not include % or commas. Example: 250.00.

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%.
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

Y - Exclude participant from eligibility
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

Formatted as one character.

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

Maximum 13 characters.

One character format:
1 - Male

2 - Female

One character format:
1 - Single

2 - Married

.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.

February 2020
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A [ B [ ¢ [D[ E [ F [ 6 [ H [ 1 [ J [ K [ L [ MJ] N [0
PAYFREQ
4=Month
SSN-(format as text or Zip Code Plan Entry 5=SemiMonth
hypen to maintain lead (maintain Date-if Division/ 6=BiWeek
Lzews) LastName  FirstName M Addr1 Addr2 City State lead zeros) DOB-required DOH-required required Location  7=Week Emp. #
| 2 [123455678 SAMPLE |JOE R 1MAINST |APT#  WINDSOR CT 'be0950001 01011980 01012000 1012000 oot B 012345
3 |010-23-6547 DOE JANE R__|1 MAIN ST WINDSOR CT Teogs 1011982 1012001 D1012001 oot B "123456

Enroliment Import File Sample in MS Excel Format

:

File Edt Format View Help

SSN, LastName, First Name,MI,Addrl, Aaddr2,City,State,zip ,DO0B,DOH,Plan Entry Date,Division/Location, PAYFREQ, Emp number
900123456, 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

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.
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Plan Entry Date Defaults to the current date

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

Anniversary hours (for plan Overlay method-Values should be accumulated

ligibility rul
eligibility rules) Hours must be submitted in whole numbers and must not

exceed 4 digits.

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

Hours must be submitted in whole numbers and must not
exceed 3 digits

Eligibility Exclusion One character

Y - Exclude participant from eligibility
N (or blank) - Process participant for eligibility.

Vesting Information

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

Hours must be submitted in whole numbers and must not
exceed four digits.

Current Hours (plan year or Accumulate option (special set-up is required). The amount
anniversary hours) submitted is added to the existing total.

Hours must be submitted in whole numbers and must not
exceed three digits.

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

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

If vesting method is not based on date of 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 Four-digit division code. If you receive the error “Participant

not in authorized division/location”, please validate the
I
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division/location you entered. If you have entered the correct

division/location, please contact your plan manager.

Payroll Frequency Formatted as one digit:
4 — Monthly
5 — Semi-monthly
6 — Bi-weekly
7 — Weekly

May be optional depending on the plan rules

Other Data Elements that
Apply to Your Plan

Annual Salary Must include decimal point, limit to 2 digits after the decimal.

Do not include dollar signs or commas. Sample: 999.99

Employee Number Maximum 13 characters

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

Marital Status Formatted as one digit
(1) Single (2) Married

A [ 8 | ¢ | 0o | E | F G| Ho | Y Y Y S
SSN-(format as text or Zip Code
heyren to maintain lead Cmaintain
1 zeros) Plan %10 Hours \Term Date | Term Reason LastMame | First Mame Il Adcr Adcdr2 City State lead zeros)
2234555?8 "1g0 1312011 v SAMPLE JOE R 1 MAIN ST APT #2 WINDSOR CT 0250001
3 010-238547 96 DoE JANE R 1 MAIM ST WINDSOR CT Te0es

_loix

File Edit Format Yiew Help

123455678,480,01312011, Vv, SAMPLE, JOE,R,1 MAIN ST,APT #2,WINDSOR,CT,060950001 :I
0l0-23-6547,496,,,00E, JANE,R,1 MAINM ST,,WINDSOR,CT, 06095

| [

Contribution Import Formatting Rules

o Allfields/cells should be formatted as text.

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

e 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.

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

e 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.
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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 Security
Number

Participant Name

Contribution Source
Columns

Division Codes

Actual hours, plan
year-to-date (for
vesting purposes)

Anniversary Hours
(for plan eligibility
rules)

Current Hours (plan
year or anniversary
hours)

Termination Date

February 2020

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.

Not required

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

Four-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.

Overlay method — values should be accumulated year-to-date.
Hours must be submitted in whole numbers and must not exceed four digits.

Overlay method — values should be accumulated year-to-date.
Hours must be submitted in whole numbers and must not exceed four digits.

Accumulate option (special set-up required). The amount submitted is added to the existing
total.

Hours must be submitted in whole numbers and must not exceed three digits.

Acceptable formats: MM-DD-YYYY, MM/DD/YYYY or MMDDYYYY
Eight digits required-Lead zero in months must be maintained
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Termination Must include one of the following valid values:
Reason V - Voluntary

1 — With Cause

2 — Laid Off

3 — Special

4 — Retirement

5 — Permanent Disability

6 — Death

A | B | € | D
-1 SSH EE Contrib  ER Match  Actual Hours
2 [oooooooos | 10.000  10.00 BEOD
3 fiooooooos © 20007 2000%78
4 f11057777 7 30,007 30.00%G00
5 fooooooor © 40,007 40.00%598
6 f234se7ea ©  s0007  A0.00%BO2
7 M11222333 7 60007 60.00%B0D
8 fz34se788 ¢ 70007  70.00'BOO
9

Contribution Import File Sample in MS Excel Format

% CSV.csv - Notepad
File Edt Format Yiew Help

SSN,EE Contrih,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

o 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.
e 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.
e Fixed width files are acceptable. The same formatting rules apply to each field as Excel or (*.CSV).
e 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.
e A stand-alone spreadsheet for loan repayments is required if a participant repays more than one loan number at a
time.
e Import multiple payroll dates separately.
o |f there are header/trailer lines, they must be identified when creating the template. Rows must be consecutive.
e NENOVE ANY. DIAOK TOWS e
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o Refer to the loan amortization schedule for the payment amount and loan number.
o Payments must be the exact payment amount or an exact multiple of the scheduled repayment.
e Negatives and adjustments are not permitted to loans.

Data Fields and Formatting

Fields/cells should be formatted as text.

Social Security
Number

Participant Name

Loan Repayment
Amount Column

Division Codes

Loan 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 hyphen, make
sure that the field is formatted as text. In MS-Excel, a green triangle
indicates that you have stored values as text.

Not required

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

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)

Four-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.

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

A B [
1 |[SSN Loan acct # FPayment
2 |123-a5-6789 D01 47 58
3 |111-22-3333 Doz 55 68
4 |111-22-3333 D03 75.01
5
&
7
4 4« » »[\Sheetl / Sheet2 4|« | >
MM
Loan Repayment Import File Sample in MS Excel Format

February 2020
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¥ Loan Import.csy - Notepad EE]@

File Edt Format VYiew Help

SSM, Loan #, Payment
122-45-6789,001,47.58

111-22—-33555,002, 20,08
111-22-3333,003,75.01

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:
e Select a template

e Add a new template

e 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.

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
VO\/A Voya PayCloud

Voya PayCloud Home > Add/Enroll > 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 detail will import correctly.

Help | Exit

Please be advised that Division/Location column is required.

Existing Template

Select - Create New Template

< 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
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Screen Options

e 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

e Click Create New Template to go to the Create Template screen

e 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.

e A maximum of 50 templates can be saved per plan.

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

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

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

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

Create Template screen

VOYA
s /-] Voya PayCloud
b4 Y Help | Exit
Voya PayCloud Home > Add/Enroll > Templates > Create Template
Create a new template
° New Template 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
No Headers - @ No Trailers >~ @
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 £
Column 1 - Column 2 - Column 3 - Column 4 - Column S -
1 SSN ROLLOVER EE PRETAX ER PROFIT DiviLoc
2 013-45-9998 2000 400 17.00 1006
3 313-43-7023 15.00 200 18.00 1006
4 321546123 12 22 0.00 1006

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

February 2020 Page 27



Voya PayCloud User Guide

Voy!:\ Voya PayCloud

Help | Exit

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

ABC INDUSTRIES - 551213

Create a new template

o New Template Name

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 Traillers
No Headers ~ | e No Trailers, - @

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 £

i Column 1 - Column 2 -~ Column 3 - Column 4 - Column S -
1 Columad - ROLLOVER EE PRETAX ER PROFIT DiviLoc
2 SSN 20.00 400 17.00 1006
3 EmECRRY 15.00 200 18.00 1006
First Name
4 12 22 0.00 1006
Middle Init
Fields
New
Template Enter a name for the new template
Name
From top to Select the number of header rows contained in the import file. Options include
bottom, how “No Headers” (default), and the values 1-9. When the file is imported, these
many rows header fields will be ignored to obtain the file data. They will still appear on
would you this screen to help you select the column headings
like to
remove?

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

Check Box if
Dollar
Amounts
Have an
Implied
Decimal

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.”

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 trailer
fields will be ignored.”

Check this box if the imported file has implicit decimals. If your file has
decimals, leave this box unchecked.

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,
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 Applicable.

February 2020
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Screen Options

o Click Back to go to the Templates screen.

e Click Cancel to go to the Home screen

o 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

o 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

VOVYA
sinanciAL Voya PayCloud Help | Exit
Voya PayCloud Home = Add/Enroll = Templates > Test Template 1 Template
ABC INDUSTRIES - 551213
Existing Templato
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.
Headers Trallers
1 - @ No Irallers. - @
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 o 3 F
ssN ~ Not Applicable ~ First Name ~ Last Name - Address ~ city -
1 SSN Divsup FNAME LNAMEC ADDRECSS (=g —
2 999984310 1 TESTFIRST TESTLAST1 123 MAIN ANY
3 999984311 1 TESTFIRST TESTLAST2 123 MAIN ANY
a 999984312 1 TESTFIRST TESTLAST3 123 MAIN ANY
s 999984313 1 TESTEIRST TESTI aST4 122 MAIN anv ~>
< > =
< 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.

Map column header screen - Existing Template
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VOVYA.

Voya PayCloud

Heip | Exit

Voya PayCloud Home > Add/Enro

ABC INDUSTRIES - 551213

Create new te;

> Template:

s > New Template Template

Starting

Starting Pozen

Position Fieid Length

Fields

Field

Description

Existing/New

Enter the new template name or update the existing template name

Template
Name

For a new template, the number of headers can be selected. Upon clicking the
From top to question icon, the following text will display within a pop-up: “Select the number
bottom, how of headers contained in the import file. Options include “No Headers” (default),
many rows and the values 1-9. When the file is imported, these header fields will be
would you ignored.”
like to
remove? For an existing template, headers associated with the field will be prepopulated

and are updateable

From bottom

For a new template, the number of trailers can be selected. Upon clicking the
question icon, the following text will display within a pop-up: “Select the number

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

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

Field Type Dropdown listing all fields defined for input

Starting Enter starting position for the Field Type

Position

Field Length Enter width for the Field Type

Screen Options

¢ Click Back to go to the Templates screen

e Click Cancel to go to the Home screen

o 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

February 2020

Page 30




e 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.

Voya PayCloud User Guide

Simply make any changes you need to make to any editable field, just as in the new template screen.

Existing Template screen

VOYA

FINANCIAL

Voya PayCloud

Help | Exit

1]
2]

4]

Existing Template

Tem_Enroll_15Jan

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

Headers

1 -

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
SSN - Last Name
1 SSN ROLLOVER
2 013-45-9998 20.00
3 313-43-7023 15.00
4 321546123 12

-

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

ABC INDUSTRIES - 551213

Trallers

No Trallers

First Name

EE PRETAX
400

200

22

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

Cc

D E
v Address1 ~ City -
ER PROFIT DiviLoc
17.00 1006
18.00 1006
0.00 1006

Voya and Voya logo a

Click here for supported browsers

Voya Services Company.

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.”

February 2020
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Screen Options

e Click Back to go to the Templates screen.
e Click Cancel to go to the Home screen

e 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

e Click Save Template to save the template

Error Corrections

Voya PayCloud User Guide

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

Click here for supported browsers

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

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

VOYA
AV A \V/
Voya PayCloud Help | Exit
Voya PayCloud Home > Add/Enroll > Templates > Test Template 1 Template
ABC INDUSTRIES - 551213
° 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 o From bottom to top, how many rows would
you like to remove. you like to remove.
Headers Trailers
1 ~| @ No Trailers (2]
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
SSN - Not Applicable -~ First Name -~ Last Name - Address1 City -~
1 SSN DIVSUB FNAME LNAME ADDRESS ary =]
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 999984313 1 TESTFIRST TESTI AQT4 123 MAIN ANV et
4 >l

Screen Options

o Click Back to go to the Templates screen.
e 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
e 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.

February 2020
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Errors

& Print

SSN

91345678X

91345678%

91345678%

91345679%

91345679x%

91345679%

Name
John,Smith
John,Smith
John,Smith
Joe Matthews
Joe, Matthews

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

e Click Print to print the errors
o 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 Zero”

Verify that the total hours
and contributions in a
contributions file are
greater than zero.

Total hours and
contributions must be
greater than zero.

“Division/Location
Column Required”

Verify that a
“Division/Location” column
is selected.

This plan requires a
“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.

“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).

Page 33
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“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 re-
enter the date of birth.”

Verify that the date of birth
is correct, in the correct
format (MM-DD-YYYY)
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 1-
800-238-6212 (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.

Example “<Field> is
limited to two decimal
places”

Verify that the dollar

amounts do not have
more than 2 decimal

places.

The error message will
display the column
heading.

Example “Error in
column #: <Field>
already exists”

Verify that the same
column heading has not
been selected twice.

The error message will
display the column
heading and the
expected length.

Example: “Select
heading for column 2”

Verify that column
headings have been
selected.

The error message will
display the column
heading number.

February 2020

ZIP Code does not match
State

Verify that the ZIP code is
correct.
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Verification Screen
This is the final step in importing the file. No further changes will be allowed after this screen.

Verification screen (For Enroliment Import)

\/O\/A Voya PayCloud Help | Exit

FINANCIAL

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

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.
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 B8 c D E F
SSN ~ Not Applicable > First Name ~ Last Name g Address1 ~ city ~
n YYYYO4O 1Y 1 1EDI1FIKDI IEDILADIL IV 1425 MIAIN ANY VS
12 999984320 1 TESTFIRST TESTLAST11 123 MAIN ANY
13 999984321 1 TESTFIRST TESTLAST12 123 MAIN ANY
14 999984322 1 TESTFIRST TESTLAST13 123 MAIN ANY
15 999984323 1 TESTFIRST TESTLAST14 123 MAIN ANY ~

4

< 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 supported browsers

Screen Options

o Click Back to go to the Create Template screen
e Click Cancel to go to the Home screen
e Click Submit to submit the participant data and go to the Home screen. This may take a few seconds.

Confirmation screen
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VOYA

FINANCIAL Voya PayCloud Help | Exit

Voya PayCloud Home > Add/Enroll Confirmation

ABC INDUSTRIES - 551213
B Print

Your file has been successfully imported.

Your enroliment 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 browsers

Screen Options

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

Participant Information Screen

Participant Information screen — Default Enroliment option

VOYA

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 Mi
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

©2021Voye

Plan Services, LLC. All Rights Reserved.

Voya end Voya logo & wrademerks of Vo,

Participant Information screen — QDIA Default Enroliment option
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Voya PayCloud

Help | Exit

ABC INDUSTRIES - 551213

Add/Enroll a participant In the plan

Social Security Number (NNNNNNNNN)

Last Name

Address Line 1

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

Email Address (Optional)

First Name

Address Line 2 (Optional)

State

M1

C ===

City Select -~
Country
United States of America - Zip Code
Date of Birth (MM/DD/YYYY) Date of Hire (MM/DD/YYYY)
==
nostar Maneced Account Proorem?
< sac

Fields

The following fields accept data entry from you; if not noted as Optional, then the field would be required for data

entry.

Field

Description

Social Security Number

Social Security Number must include nine digits. The nine digit
user entry will be formatted as NNN-NN-NNNN

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

February 2020

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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Field Description

Date of Birth Select from the calendar icon
Date of Hire Select from the calendar icon
Status

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

Enroll this Participant

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 enroliment

Displays if the plan offers QDIA enrollment 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 enroliment 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.

Is this a Default
Enroliment?

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.

February 2020
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Field Description

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 enroliment form and has made a positive
election.

Contact Voya for further information

Screen Options

e Click Back to return to the Home screen
¢ Click Cancel to go to the Home Screen

e 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
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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Sample error message

VOVA

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 v
Country Zip Code
United States of America b 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

© 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

Enter the missing or erroneous information and click Next. Double-check the ZIP code to make sure it matches the
state.

Add/Enroll Additional Information Screen

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

Add/Enroll Additional Information screen
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/O /\ Voya PayCloud

Help | Exit

Voya PayCloud Home > Add/Enroll > Add/Enroll Participant Information > Additional Information
Add/Enroll a participant In the plan
Payroll Frequency (Optional)

Alt Vest Date (Optional) (MM/DD/YYYY) (2] Select -

Sex

Select o E Mail Address

< Back Cancel

© 2021 Voya Insututional Plan Services, LkC

Voya and Voya logo are registered tra

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 Enrollment.

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 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 emeloxee’s Alternate Vesting Date is the date that takes into account service Erior to the rehire date.
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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

e Click Back to return to the Add/Enroll Participant screen
e Click Cancel to go to the Home Screen
e 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 created as indicated
below.”

If the participant has elected for Morningstar Managed Account program and a default enrollment 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
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VO\/A. Voya PayCloud Help | Exit
Voya PayCloud Home > Add/Enroll > Add/Enroll Participant Information > Additional Information > Contribution Elections
ABC INDUSTRIES - 551213
T —— o
s = [7055 = Paeee = [8000 =
CancnUp Contribumon Electons
Percare ~ 8500 -~
rvestment Dectons
Pleste choote "AC ot ALL Sources Dleclont™ OF CROOLe THe 1000 C 1OUrces Of MOney THat yOou Wart 1O ettt Gecently %o future money
Select Sources
Acrons ALL Sources Electons
LR1 ER Eectons
ROTH RLLOVER Electons
MURRLY IR Dectons
FPRICEMATCOM Electons
~ BEOLLOVER Uectons
ER MATCOH Eectons
LEMAY PSS Electons
-~ ROTH Electons
ONEC Bectons
TAXEOVER Bectons
LEMAY S ¥ Electons
PRETX MTOMD Dectons
< Bac —— | S Co=m—
Fields
Field Description
Contributions Election The mode of contributions to be used i.e. dollar amount or
Amount or Percent 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)
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

e Click Back to return to the Add/Enroll Additional Information screen or Participant Information screen
e Click Cancel to go to the Home screen
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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
ey Voya PayCloud Help | Exit
Voya PayCloud Home > Participant Update Search Participant > Participant Update Participant Information > Additional Information > Contribution Elections > Investment Elections
ABC INDUSTRIES - 551213
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 @ 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%
Neuberg Berm Real Est Fnd R6 0%
v
Total 100%
Contributions can be allocated to individual funds on this screen.
Field Description
Fund Amounts Displays 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.

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

If you have chosen to perform a default enrollment 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.
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Add/Enroll Investment Elections screen — Default Investment Option

"I§/O\/A Voya PayCloud

Hewo | Exx

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

ABC INDUSTRIES - S51213

Thin DarScoant hes Deen erroled 10 T FOBCWING Fund Dased On The DL Sefaut ETrestment Setecmon

Func Na—e

Voye Solmon 2050 Porioto Sov

Fthere e By GUEITONE FEGA TG TS CeTE ST Sl e LT et Le et e aie COrEact ynr Prian Manacer

Note: The screen message will vary based on the plan offerings like QDIA default enroliment, plan’s QDIA is

Managed Accounts and plan is an AAME plan

Screen Options

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

........ : 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).

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

0.00

LITCHFIELD PARK, AZ 853400363

uUsA

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 t
EE PRE TAX % 4.00
ROTH % 0.00
Catch-Up Contribution Elections Source Type Amount
ROTH % 0.00

o ) O

> 2021 voya

Voya and Voya o
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Screen Messages

o |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.”

e |f 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:”

e For AAME plans participating in default enrollment, the following message appears in the Enroliment 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
enroliment investment selection, please contact Voya Plan Manager.”

e |f the participant has a Voya Lifetime Investment Protection fund as any part of their contribution elections, the
following message appears in the Enroliment 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.”

o 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 Click Cancel to go the Home screen

o Click Edit to go to the Participant Information screen

e 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 enroliment will display in the top left of the screen.
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Add/Enroll Confirmation screen — Default Enroliment option

VO\/'C.\ Voya PayCloud

Help | Bxn

Voya PayCloud Home > Aca €rros Contirmaton
ABC INDUSTRIES - 551213
B Primt

@ Participant (Bern Brandon) successfully encolled on 10/16/:2019 et 06:03:14.
MHere are the Cetals of tThe evoiment submmed on 102019 £ O6 03 %8

Pamcoart Name Patcpat Ao ess o< el Sacur Py Nurmber

Cem Brancon 63 Wt Steet xooce $787

Buaio, NY 34223

USA
Oate of Burm Oate of bre Srates
0021983 0220 OO-Actve anc UigDie
Saary Poyot Freauescy Fadecnl Macna Stats
45000 0O Maonthy Sngle
Corruron Dectons Souce Type Aot
€L PRE TAX -~ 00
ROTH -~ 8000
CorAUp Commritnson Dections Sousce Type Arminne
ROTH ~ 8500
COM Oefaut Investment Owfaut Larotiment
No Yes

THhS DOTCOANE Rt Deen evoied 10 the DIOwWIng fund Deted 0N the Dian's Ceaull INvestment selecton

Fund Name

Voys Sohton 2050 Portolo Sov

¥ here 8¢ 87y QUESTONS FEQITNG THS CEaUT EVOIMEnt IVESIment SeeCToN, Dieate CONMACT yOour Pian Manager

Ths & for St pevestmans purpoces onl Thz Scton will mot sevede tha S awrel process for e ot pant

Voye IETone Pan Tervces WG AL g Beser

O Ve 000 4% regatered Tedemad of Yoy Servces Compeny

Chch Rave 100 SupDirted Degmiens
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Add/Enroll Confirmation screen — Default Enroliment option not performed

VOyA Voya PayCloud

Help | Bxn

Voya PayCloud Home > ACGEnvol Confrmeton

ABC INDUSTRIES - 551213
8 Print

@ Porticipant (Test 4 Test Participant 4) successfully enrolled on 10/16/2019 at 07:24:59.

Hece ore the Cetals of the envoliment submitted on 102019 ot 07.24 59

@l Securty Numbes

cant heme Partcpae Adzress Soc
xooee 5787

Test 4 Test Porticipant 4 54 West Street

Buaio, NY 314223

USA

Dese of 8 Date of Mee States
05141980 0022019 00-Actve and Bigie
Payroil Frequency Fedecs Marnal S39ts
Monthly Single
Cortr bunon Dectons Source Type ]
EE PRE TAX - 000
ROTH - 8000

eachUp C Erctons Source yoe Amownt
ROTH b3 85.00
OOuA Do errme Defaut Ensciime
No No

Furd Neme o
ABC K. sSO%
LongNa™e 36 50N
Crom . o
* 090 Voye 1090 18 regIee .
<

Screen Options

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

VO\/A Voya PayCloud Help | Exit

Voya PayCloud Home

ABC INDUSTRIES - 551213 change Plan

Select an operation from the tiles shown below

0 Vo
4 = S
= =
Add/Enroll Participant Update Batch Participant Update
AddEnrol participant ViewUpdate participark, Update mutiple participants
Information
o = &
Contributions Pending/Submitted Batches Loan Repayment
Process contributions to accounts Review batch Information Process loan repayments
6/
9 1]
¥
Contributions/Loan Repayment Bank Information Administration
Process a file with contributions Add or update assigned bank Review and update your setings
andior loan repayment data

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

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.

Participant Search
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VO\/A Voya PayCloud

Help | Exit

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

Search By

Search By SSN - Search Participant by SSN m

Search By SSN

Search By Last Name

< 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

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

VOYA

Voya PayCloud

Help | Exit

Voya PayCloud Home > Participant Update Search Participant

ABC INDUSTRIES - 551213

Select a participant

Search by: | Select b Search Q

Social Security Number w Participant Name w
T

TE-DP. ST

TEDST, TEST

TEST 3, FIRSTTEST 3

TEST BADI, TEST RAGHAV
TESTP1,P1

TEST P2,P2

TEST PARTICIPANT 2, TEST 2
TEST PARTICIPANT 4, TEST 4

TESTRA.RAR

TEST TEST. DF

< Back

Voye end Voya logo ere reg rademarks of Vo,

Click here for supported b
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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.

Screen Options

e Click Back to return to the Participant Search screen
e 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.

Participant Information screen

VOVYA:

Voya PayCloud

Help | Exit

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

Social Security Number (NNNNNNNNN) Email Address (Optional)

099492652 JEREMIAHDECKERT-DP@XYZ.COM
Last Name First Name

DECKERT-DP JEREMIAH MI
Address Line 1 Address Line 2 (Optional)

2608 CALIFORNIA RD 0.00
City State

ELKHART IN -
Country Zip Code

United States of America - 465141222
Date of Birth Date of Hire

06/01/1959 02/23/2015

Termination Reason

Termination Date (MM/DD/YYYY) Select =
Status

00-Active And Eligible

Note: If the participant is eligible to participate in the plan, and not enrolled, 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.
Termination Reason Reason for the termination:
Retirement
Permanent Disability
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Field Description
Death

Voluntary Termination

Do You Want to Make the Participant | Checking this box allows you to define contribution and investment elections for
Active? 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 the Morningstar election checkbox (if applicable for your plan).

Morningstar Managed Account

Program?

Is this a QDIA Default Enroliment? 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 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 enroliment 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.

Is this a Default Enroliment? 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
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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

Hel | Exn

» ACG Ervol Confrmaton

ABC INDUSTRIES - 551213

Update Dartcipant informaton +

X000(4198 ANHRODRIGUZ-OP@XYZ COM
5;(')!;{1&UZ-DP ’ANN. . M
“961 \';’ELL.I;-‘GION ST Address Line 2 (Optional)
M‘.“«RIE, ONTARIO N.- .
! Urned States of Amencs - ‘9!758-.
11/-17'/;9;2 @] om&zou ®
oszaz0m B [ i
Absence Start Date (MM/DO/YYYY) & ’xlec‘ 5 -
Absence End Date (MMDOIYYYY) =] Select a -
OO:&:.( ve and Digible
Fields
Field Description
Leave of Absences Start Date Start date of the leave. Use the calendar icon
Leave of Absence Start Reason This field is required if a Start Date is entered. Select from:
FMLA
Military
Other
! { Al End D I | date § i | | far
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Field

Description

Leave of Absences End Reason

This field is mandatory if a Leave of Absences End Date is entered. 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.”

Sample error message

FiNANCIAL

Voya PayCloud Help | 8

ABC INDUSTRIES - 551213
Update participant information

Social Security Number (NNNNNNNNN)
423093770

Last Name

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

First Name

ALMAN-DP YICKY M
Address Line 1

22138 Address Line 2 (Optional)

Cry State

TULSA oK e
Country Zip Code

United States of America ~ 98899

Date of Birth Date of Hire

11/19/1987 10/09/2018
Termination Date Termination Reason

12/12/2018 Voluntary Termination =
Status
00-Active And Eligible

Additional Information Screen

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

Help | Exit

Update participant Information

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

ABC INDUSTRIES - 551213

Payroll Frequency (Optional)

Alt Vest Date (Optional) (MM/DD/YYYY) (2] Select -
Termination Date (Optional)
12/12/2018 E Mail Address

©2021

Voye end Voye logo er

Click here for supported b

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

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
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Field Description

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
e 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.

Participant Update Contribution Elections screen

\/O\/A Voya PayCloud

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

ABC INDUSTRIES - 551213

Update Participants Contribution Elections

Help | Exit

Contribution Elections
EE PRE TAX ROTH
Percent v | 50.00 % Percent v | 20.00

Catch-Up Contribution Elections
ROTH

Percent v | 0.0

Investment Elections

# Across ALL Sources Elections (Same as source EE PRE TAX)

LLC. ANRi

jonel Pien Senvi

Voya end Voye logo Compeny.

Click here for supported browsers

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:

The participant has elected the Morningstar Managed Account Program. As defined by the Program, the participants Temporary Investment Election will be created as indicated below.

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

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

Description

Amount or Percent

The mode of contributions to be used i.e. dollar amount or percent of the
Contribution Elections.

Source

The source for the contribution elections.

Screen Options
e Click Back to go to Additional Information Screen

e Click Cancel to go the Home Screen

e Click Continue to go to Participant Update Investment Elections Screen

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.

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

Information

Screen

Participant Update Investment Elections screen — No Default Enroliment

VO \/‘ o Voya PayCloud
FnANGIAL Y Yy 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 L Search Q
Fund Name w Across ALL Sources
American Funds Nw Prspctv 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%
‘ummm ©nrm Pl Ere Enst NE ne > i
Total 100 %

< Back

m

©2021Voya Inst Plen Services, LLC. Al Rights Reserved.

Voya end Voya logo & trademrks of Voya Services Compeny.
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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

If you have chosen to perform a default enrolliment 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

WOYA.

Voya PayCloud

Heo | Exx

ABC INDUSTRIES - 551213

Func Neme

Voye Soleon 2050 Portiono Sov

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

Thes parscoant has Deen ervoled 1o the following fund Dased On The Plan’s defaut Ivestment selecton

FIhere 60 87y QUETONS FEGATNG THE CO/BST eV Ol et IMeiime t Le'eclon, Diesie COEACt your Fias Mansger

< Back

Ore 82 Voye ©G3 B e g Te el TeceTens f viye Levces Covieny

=] -

€ 307 Veye metone Pan Servies LLC A1 B Beserved

Cic Pare tor Supported browies

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

Screen Options

o Click Back to go to the Participant Update Contribution Elections screen

e Click Cancel to go to the Home screen

¢ Click Continue to go to the Participant Update Verify Information Screen

Error Messages
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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

,,,,, g 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 Soclal Security Number
YICKY ALMAN-DP 2213B 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 Mall 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

< Back [ Cancel ] [ Edit ] m

Plen Services. LLC. All Rights Reserved.

©2021Voys Institutionel

Voye end Voye logo ere registered trecemerks of Voy Services Compeny.

Click hers
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Participant Update Verify Information Screen — Default Enroliment
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VOVYA, Voya PayCloud _—

Voya PayCloud Home > Participant Update Search Participant > Participant Update Participant Information > Additional Information > Contribution Elections > Investment Elections
> Verlify 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 Soclal Security Number

YICKY ALMAN-DP 22138 423093770
TULSA, OK 73001
USA
Date of Birth Date of Hire Stetus
1191987 10/09/2018 00-Active And Eligible

Termination Date
12/12/2018

Termination Reason
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

< Back [ Cancel ] [ Edit ] m

©2021Voys Inst

Plan Services. LLC. All Righz

Voya end Voya logo ere r

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
in green font regarding successful participant update will display in the top left of the screen.

Participant Update Confirmation screen — No Default Enroliment

. A message

\/O\/A Voya PayCloud

Help | Exit

Voya PayCloud Home > Participant Update Confirmation
ABC INDUSTRIES - 551213
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
11119/1987 10/09/2018 00-Active And Eligible

Termination Date
12/12/2018

Termination Reason
Voluntary Termination

Termination Date
12/12/2018

E Mail Address
test@gmail.com

Contribution Elections Source Amount
EE PRE TAX 50.00
ROTH % 2000
Catch-Up Contribution Elections Source Type Amount
ROTH % 0.00

Go To Homepage

©2021Voya Inss

Voya end Voya logo &

Participant Update Confirmation screen — Default Enroliment
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VO\/A Voya PayCloud Help | Exit

Voya PayCloud Home > Participant Update Confirmation
ABC INDUSTRIES - 551213
o Participant successfully updated. B Print
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
11119/1987 10/09/2018 00-Active And Eligible
Termination Date Termination Reason
12/12/2018 Voluntary Termination
Termination Date € 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

Go To Homepage

len Services. LLC. All Rights Reserved

Voya end Voya logo ere registered rademarks of Voya Services Company.

Click here for syonorted br

sers

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

VOYA.:

Voya PayCloud Help | Exit

Voya PayCloud Home

ABC INDUSTRIES - 551213  change Plan

Select an operation from the tiles shown below

()
&5

Ik

Add/Enroll

AddEnrol participant

Participant Update

View/Update participant
information

Batch Participant Update

Update mukiple participants

©

Contributions

i

Pending/Submitted Batches

@

Loan Repayment

Process contributons to accounts Review batch Information Process loan repayments
)
A T o
Contributions/Loan Repayment Bank Information Administration
Process a file with contributons Add or update assigned bank Review and update your setings

and/or loan repayment data

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

Click here for supported brow

Batch Participant Import Screen

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
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\/O\/A 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
I have a file with participantis) data that | would Iike to Import.

® Process Batch participant update manually
1 will manually enter the participant data.

©2021Voya Ins

lonal Plan Services, LLC. All Right

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

Click here for supported browsers

Screen Options

e 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
e 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.

Import File screen — Option ‘Upload a file’ selected
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V (O\/A 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.

Selecta Flle
Browse...

B View Sample File for formatting instructions

{ Back

©2021Voya 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
o Click Browse to select file to import
e Click View Sample File for formatting instructions to open a PDF file showing formatting rules
e 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:
e Excel spreadsheet (.xls, .xIsx and .xlsm)

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

o fix

e .dat
e .mdo
e .md5
e .pay
e .wk3
o .wk4
e .prn

General rules
e The imported file size must be greater than zero and less than 5SMB.
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e 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:

e Select atemplate
e Add a new template

o 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. 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 | Exit

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 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 v Create New Template

{ 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

Screen Options

e 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 temelate
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¢ Click Create New Template to go to the Create Template screen

¢ Click Back to go to the Batch Participant Import screen

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.

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

element will be displayed.

Voya PayCloud User Guide

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

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

Create Template screen

©2021 Voya Instin

Voye end Voye logo

VOYA
VvV UVA
’ s Voya PayCloud
FINANCIAL Y Y Help | Exit
Voya PayCloud Home > Batch Participant Import > Templates > Create Template
Create a new template
o New Template Name
e From top to bottom, how many rows would e From bottom 1o top, how many rows would
you like to remove. you llke to remove.
Headers Trallers
No Headers - @ No Trallers -0
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 8 c F
Column 1 w Column 2 g Column 3 b Column 4 v Column § Column 6 v
1 SSN Last Name First Name ADDR1 ADDR 2 Cry C
2 415-40-9607 Lisa Haydon 138 Vatican C
3 187-596-265 LN Fn 12 1212 OK C

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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/OVYA
Voya PayCloud
Help | Exit
Voya PayCloud Home > Batch Participant Import > Templates » Create Template
Create a new template
o MNew Template Name
o From top 1o bottom, how many rows would e From bottom 10 top, how many rows would
you like to remave. you like to remove
Tral
- @ Ne Trailers ~| @
o Now select each column ttle:
Select an appropriate heading from the dropdown list for each column. To bypass a column, select Not Applicable.
A B C D E
Column 1 - Column 2 bl Column 3 ¥ Column 4 hd Column 5 b Column & hd
Cols 1
1 oamn Last Name First Name ADDR1 ADDR 2 oy r
Last Name
2 Lisa Haydon m3e Vatlcan C
3 LN Fn 2 1212 oK C
Saclal Securtv Numb ™
£ Back

Fields

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
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.

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

Map column header screen - New Template

/ Voya PayCloud Help | Exit
Voya PayCloud Home > Batch Participant Import > Templates > Test Template 3 Template
Existing Template
o Test Template 3
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
No Headers ~ @ > @
o Now select each column title:
Add template fields
Fleld Type
Select - Starting Position Field Length
Fleld Name Starting Posttion Fleld Length
Soctal Securty Number 1 ° Eqt|Delete
Uploaded Data
Soclal Security Number Zip Code
695665555 0002 -
507152275 0002
254354354 0001
684773590 0001
382833864 0001
657696288 0001 -

February 2020 Page 68



Voya PayCloud User Guide

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

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

‘‘‘‘‘‘‘‘‘‘

Voya PayCloud Help | Exit

ABC INDUSTRIES - 551213

Extsting Template

o Test Template 10
o From top to bottom, how many rows would
you like to remove.

Headers
1

o Now select each column title:

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

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

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

Trallers
>~ 9 No Trallers )

A B c D E
Social Security Number ¥ Not Applicable ¥ Not Applicable - Address Linel 4 Address Line2 =
1 SSN ROLLOVER EE PRETAX ERPROFIT DiviLoc
2 013-45-9998 2000 400 1700 1006
3 313437023 1500 200 18.00 1006
4 321546123 12 22 000 1006
{ Back

©2021Voya in

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.
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Description

“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.”

Field

Screen Options

¢ Click Back to go to the Templates screen.

¢ Click Cancel to go to the Home screen

e 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

e 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

VO\/A Voya PayCloud Help | Ext
Voya PayCloud Home > Batch Participant Import > Templates > Test Template 10 Template
ABC INDUSTRIES - 551213

@ Templete last saved on Wednesday, November 10th, 2021 06:33:41 AM

Extsting Template

o Test Template 10

e From top to bottom, how many rows would

From bottom to top, how many rows would

you like to remove.

Headers
1

o Now select each column titie:

A

-0

B

you like to remove.

Trallers

No Trallers

Cc

D

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 - Not Applicable - Address Linel - Address Line2 -
1 SSN ROLLOVER EE PRETAX ER PROFIT DiviLoc
2 [013-45-9998 20.00 4.00 17.00 1006
3 313437023 15.00 2.00 18.00 1006
PR 321546123 12 2 0.00 1006

Screen Options

e Click Back to go to the Templates screen.

%
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e Click Save and Continue after correcting errors to re-validate. Based on successful validation you will be taken to

Voya PayCloud User Guide

the Batch Participant Update Audit Verify Information screen
e Click Save Template to save the template

Error Message Details

Errors B Print

SSN Name Error

013-45-9998 Participant with SSN 013-45-8988 not found. If it is a new employee, add the participant by selecting the
Add/Enroliment feature.

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

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

Screen Options
e Click Print to print the errors
e 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

y ....... 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.
Searchby: | Select ~ | |search Q
Social 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 ds2@gmall.com 980423006 09091985

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

< Back

Click here for supported browsers

Screen Options

¢ Click Back to go to the Create Template screen
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¢ Click Cancel to go to the Home screen
e Click Submit to submit the participant data and go to the Batch Participant Confirmation screen. This may take a
few seconds

Confirmation screen

VO\/‘/‘\ Voya PayCloud Help | Exi

Voya PayCloud Home > Batch Participant Confirmation

ABC INDUSTRIES - 551213

B Print

Your flle 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 to return to the Plan home page.

Screen Options

e Click Print to print the Confirmation screen
e 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]
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VOVA
/‘ Voya PayCloud Help | Ext

Voya PayCloud Home > Batch Participant Import > Field Selection

ABC INDUSTRIES - 551213

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

NAME

ADDRESS

EMPLOYEE STATUS (Inguiry Only)
DATE OF BIRTH

DATE OF HIRE

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

REHIRE DATE (Inquiry Only)

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

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

e 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
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VOYA:

Voya PayCloud

Help | Exit

Voya PayCloud Home > Batch Participant Import > Field Selection > Batch Participant Update

ABC INDUSTRIES - 551213

Select Division/Location )
0001 HARDWOODS SPECIALTY PRODUCTS -

@ Display Active Participants Only

O Display All

Search by: | Select

~ | |search [a

Name w

SSNw

First Name

Last Name wr

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

Mw Address Line! w Address Line2 w
LAST_NAME U, TESTING_.. ~ 012686501 TESTING_U I LAST_NAMEU U I 100 MAIN ST 100 MAIN ST1 =
BARNETT.DPIWE, HAMILT... 014480274 HAMILTON I BARNETT-DPIWE QWEQ [ B01JEFFERSONAVES! | a2 UPDATE
HELDT-DP, RON QWE F 021674040 RON I HELDT-DP QWEF I 33055 500E 0.00
GOTCHER-DP1,ROBBEEQ.. 026655190 ROBBIE | GQTCHER-DP1 QWEF ‘ 501 NORCROSSLN 000

PARASDP, JUNIORGEWWE 027657203 JUNIORQEWWE I PARAS-DP I 10950 ARROW RTE 0.00

BONELLI-DP, BUCK 028837868 ‘ ! ! ’ i

< Back

Cancel m

©2021Voya Instrutiona! Pian Senvices, LLC. All Rights Reserved.

Voya and Voya logo are registered rademarks of Voya Senices Company.

Click here for supported browsers

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 Participants Only

Select this option to display all active participants in the plan.

Display Active and Ineligible
Participants

status or an ineligible status.”

Select this option to display only active and ineligible participants in the plan

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

Display All Participants

Select this option to display all participants in the plan

Hide Terminated Participants

Uncheck this box to display the terminated participants in the plan. This box is
checked by default and does not display the terminated participants

All other fields
Participant Name and SSN.

You can edit any information in the lower part of the screen, except the
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Field Description

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
e Click Back to go to the Field Selection screen
e Click Cancel to go to the Home screen

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

Confirmation screen

/OYA
/ » Voya PayCloud Help | Bt

Voya PayCloud Home > Batch Participant Confirmation

ABC INDUSTRIES - 551213

Your batch has been successtully updated.

0 participant has been updated on to the recordkeeping system

Screen Options

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

Overview

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

Home screen

VOyA Voya PayCloud Help | Exit

Voya PayCloud Home

ABC INDUSTRIES - 551213  change Plan

Select an operation from the tiles shown below

- = S
Add/Enroll Participant Update Batch Participant Update
AddEnrol participant View/Update participant Update mutiple participants
Information
(S 1= 4 @
- =
| p = >
-~ A -
Contributions Pending/Submitted Batches Loan Repayment
Process contributions to accounts Review batch Information Process loan repayments.
(3] =
< ‘9 1 ' ' [
(]
‘s - A
Contributions/Loan Repayment Bank Information Administration
Process a file with contributions Add or update assigned bank Review and update your setungs.
andior loan repayment data

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

©2021 Voya Instutons! Pian Senvices, LLC. All Rights Reservec.

Voya ana Voya 10go are registered rademarks 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.
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Note: File upload feature is not applicable for Prefunded Account Contribution

Contributions Set Up screen with ‘Process Contributions Manually’ Prefunded Account Contributions Selected

VOYA

i Voya PayCloud

Help | Exit

Voya PayCloud Home > Contributions

ABC INDUSTRIES - 551213

To process contributions to accounts:
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 (mDDYYYY) [

® 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

V| EEPRETAX
ROTHROLL

v

/| ROLLOVER
V| ROTH

V| TAKEOVER
v

SH MATCH

< Back

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

Voya &na Voya logo are fegistered rademarks of Voya Senvices Company.

Click here for supported browsers

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

Contributions Set Up screen with ‘Process contributions manually’ option selected for Participant Account
Contribution
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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 Is used to clartfy Current vs. Prior Year contributions as it applies to the IRS Limis.

Batch Name © | Payroll Date (MMDDYYYY)

() Prefunded Account Contribution What's This?

® Participant Account Contribution

@ Display Active Participants Only
() Display All
0 Would you like to upload a file containing participant data?
_) Upload a file
I have a file with participantis) data that | would llke to Import.

® Process contributions manually
1 vill 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 batch, check or uncheck the
sources as applicable.

Avallable Sources to Include In Batch
EE PRE TAX

ROTHROLL

ROLLOVER

ROTH

TAKEOVER

AR KK KK

SHMATCH

< Back

Click here for supported browsers

Fields

Field

Description

Batch Name

salary payroll.

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

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.”

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.
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Field

Description

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. This
is selected by default

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

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).

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
Contributions

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
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Field

Description

Copy Payroll Data From

Contribution

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

Source Selection

uncheck) as applicable.

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

Screen Options

screen

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

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

>>>>> 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 Is used to clartfy Current vs. Prior Year contributions as it applies to the IRS Lims.

Batch Name (7] Payroll Date (MM/DDIYYYY)

) 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 afile
I have afile with participants) data that | would Iike to Import.

(_) Process contributions manually
Iwill manually enter the participant data

Selecta file

H View Sample File for formatting instructions

< Back

Fields
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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.

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 when Participant Account Contribution
is chosen

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 when
Participant Account Contribution is chosen

Display All Participants

Select this option to include all participants in the contribution batch

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

Screen Options
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e Click Browse to select a Contributions file to import

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

e Click Continue to go to the Templates Screen

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

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

o fix

e .dat
e .mdo
e .mdb5
e .pay
e .wk3
o .wk4
e .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:
e Select a template
e Add a new template

e Delete a template

A template holds the format you define for the import file, including column headings. After you select your file, you'l
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
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\/O\‘//\ Voya PayCloud Hep | Bt

Voya PayCloud Home > Contributions > 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 detail will import correctly.

Please be advised that Division/Location column is required.

Extsting Template

{ Back

Screen Options

e 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

e Click Create New Template to go to the Create Template screen

e 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.

e A maximum of 50 templates can be saved per plan.

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

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

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

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

Voya PayCloud

Help | Exit

‘oya PayCloud Home > Centributions > Templates

ABC INDUSTRIES - 551213

Create a new template

[ 1 JrTee———

lumn

Select an appropriat

Column 1 - Column 2

ssM ROLLOVER
01358390 2000

313-43-7023 1500

- woN o=

321586123

> Create Template

ading from the dropdown list for each column. To bypast a column, select Not Applicable

€@  From borem oo how many rove wouia
you like to remove.

Column 4 Column 5

£E PRETAX ErpROFT piLec

400 ma0 1006

18.00 1006

2 LLLS 1006

Fields

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
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.

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.”

Check Box if Dollar Amounts Have an
Implied Decimal

Check this box if the imported file has implicit decimals. If your file has decimals,
leave this box unchecked.

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
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for each available source in the plan. To bypass a column, including name, select
Not Applicable.

Screen Options

o Click Back to go to the Templates screen.

e Click Cancel to go to the Home screen

e 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

o 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
JOVA
yL

Voya PayCloud

PayCloud Home > Contrisutions > Templates > New template Template

ABC INDUSTRIES - 551213
» plate

Starting Position Field 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.

Map column header screen - Existing Template
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VOYA

Voya PayCloud

Help | Exit

Voya PayCloud Home > Contributions > Templates > New template Template
ABC INDUSTRIES - 551213

o

o N;u« (emu\al’e’
o Froi

wis would o From bottom te top, how many rows would
you like to remove

Check this box If dollar amounts In file do not have decimal points
° Now select each column title:

Add template fields

- Starting Position Field Length
Update Data
EE PRE TAX ROTH ROLL
21582 900 2 5
32081100 2 s
084 100 2 7
51233 100 2 8
< Back Cance

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

VOYA

Voya PayCloud

Help

Exit

\Voya PayCloud Home > Contributions > Templates > ComTest Template

ABC INDUSTRIES - 551213

(1] T
o ~

o From botiom 1o top, how mariy rows w
you like 1o remove

- @ No Trallers
Check this box If dollar amounts In file do not have decimal points

o Now select each column ttle:

A 8 c o
Sacisl Securty Number = ROLLOVER - EEPRETAX - Nat Applicable
1 ssM ROLLOVER EE PRETAX R FROFIT
2 013-45-9980 2000 200 700
3 313437023 1500 200 18.00
4 321546123 12 22 0.00

This template can be modified by selecting a new heading from the drop down list. To bypass 2 column, select Not Applicable

Calumn 5

pwiLac

1006

1006

1006

¢ Back cance | Save Ana conminue /& Templat

Fields
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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.”

Screen Options

¢ Click Back to go to the Select a Template screen.

¢ Click Cancel to go to the Home screen

e 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

e 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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VOYA

s Voya PayCloud

Help | Exit

Voya PayCloud Home > Contributions > Templates » ContTest Template
ABC INDUSTRIES - 551213

0 Template last saved on Wednesday, November 10th, 2021 09:11:38 AM

Vigw Error Messages

Q 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 Traers

L) No Trallers ]
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 c +) E
Social Security Number v ROLLOVER v EE PRETAX - Net Applicable v Not Applicable
1 SSN ROLLOVER EE PRETAX ER FROFIT DwiLoc
2 013-45-9998 2000 400 1700 1006
3 313-43-7023 1500 200 10.00 1006
PR 32154612) 12 2 0.00 1006

(

( EE:K AaRAnCAIRS

1Veys hittatcas! Pen S

Screen Options
o Click Back to go to the Select a Template screen.
e Click Cancel to go to the Home screen

the Contributions Payroll Input screen
o Click Save Template to save template

Error Message Details

Click Save and Continue after correcting errors to re-validate. Based on successful validation, you will be taken to

B Print

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

Screen Options
e Click Print to print the errors

o 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-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 Contribution screen.

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

Contributions Payroll Input screen — Prefunded Account Contribution
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VOYA

Voya PayCloud

Help | Exit

Voya PayCloud Home > Contributions > Payroll
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.

Batch Name
TestBatch

Payroll D

110172021

You may contribute to your Plan's Prefunded Account using this contribution batch by indicating the amount by meney source you wish te contribute. Only positive amounts will be
accepted by source

Name w SNy EEPRETAX ROTHROLL w ROLLOVER w ROTHw TAKEOVER w SHWATCH w
P 999991001 000 000 Q00 000 000 000
Total 000 000 000 000 000 000
{ Back
Contributions Payroll Input screen — Participant Account Contribution
\ \
VOY.
" Voya PayCloud Help | Ext
Voya PayCloud Home > Contributions > Payroll
Your batch is ready for processing. Please be advised, the erder of the source columns may have changed, Enter data inte the appropriate columns.
Batch Name Payroll D
Test 02/01/2021
Searchby | Select = | | Search Q
Name w SSN w Status At Vest Date w Payroll - EEPRE TAX w ROTHROLL w ROLLOVER w RO
Frequency
P, FRANKLYN BEE O-Active; Awalls Suspension 1 000 000 000 a
BADIGER 123123124 30-Term & Awatting Peymert 05772019 1 000 000 000
BANDA-DP, EFRENe 485452760 10-Susp From Ee Crrbs Only 1 000 000 000
BANUELOS-DP, DAMIAN 535423301 O-Active; Awalts Suspension 1 000 000 oo
BAR AMILTON .. 014480274 00-Active And Eligiole 1 000 000 o0
BARON-DP, ORLANDO 410502238 OF-Active; Awaits Suspension 1 000 000 000
BAUMANN-DP. AVER 235663591 00-Active And Eligible 000 000 000
BELAIR-DP, EVERETT 421613352 00-Active And Elgible 000 000 000
BENCE.DP, BRANDON 828136250 00 Active And Elgible 1 000 000 000
BLACKER-DP, SHAUN 126393350 00 Active And Eiigible 000 000 000
-
BONELLI-DP, BUCK 028837868 20 0ot pod ! non nnn nnn 'l
Total 0.00 0.00 0.00 o
By clicking on a participant's name, you can link o the Participant Update section 1o view or update participant information
Add Participants from Alternate Location } [ Addl Additional Part ) [ New Enraliment }
< Back
o pran
m—
Click here for su

Fields

Prefunded Account Contribution
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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

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

/J/\.

Voya PayCloud

ABC INDUSTRIES - 551213

Your batch is ready for processing. Please be advised, t

B5 10/01/20

N
[N

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

Please note: If you are required to update participant Current Period Hours with your contributions, the Hours will only update on Voya's recordkeeping system after the batch has been fully
submitted and finished

Search by Select - Search Q

Hame w SSN - Period Comp w Divison/ - Mos Swe w Number Of  w Number Of  w Elig Hrs Anniv w 1
Hours Hours.

..... 9607 0.00 1001 1 0.00 0.00 0.00 1.629.00 -~
ooxxx9843 0.00 1001 1" 0.00 0.00 ©.00 1.539.00

..... 5370 0.00 1003 0.00 0.00 0.00 1.629.00
..... 7780 0.00 1005 0.00 0.00 0.00 1.629.00
£ oo 9476 0.00 1008 0.00 0.00 0.00 1.6290.00
CLEMENT..  x0000¢ 7859 0.00 1005 0.00 0.00 0.00 1.629.00
0.00 1005 0.00 0.00 0.00 113100
0.00 1008 0.00 0.00 0.00 1.578.00

0.00 1005 0.00 0.00 0.00 1.629.00

“lolal=|=]|a|n]s

0.00 1008 0.00 0.00 0.00 1.629.00

< >

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

New Enroliment
Add Participants from Alternate Location | @

< Back Cancel | Save And Continue
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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 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

OYA

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 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.

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

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 employed in multiple divisions/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

Social Security Number w
123-45-6799
999-99-0002
99%-99-0003

999-99-0004

Participant Name w»
TEST, TESTASD T
TAKEOVER 2
TAKEOVER 3

TAKEOVER 4, FN 4

Add

Add

Add

Added Participants
TEST, TEST ASD 123456799 0001

TAKEOVER, 3 999990003 0001

Remove

Remove

Voya

© 2021 Voya Institutional Plan Servi

a

d Voya logo are registered tra

Click harg for oonnarian hrowuegr

Select a Div/Sub to apply the funding to.
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To add a participant to the selected batch:

o Select a ‘Search By’ criteria

e Enter the corresponding value in the field and click Search

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

To delete a previously added participant:

e From the Added Participants, select Remove to delete the participant(s)

Screen Options

Voya PayCloud User Guide

e 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 PayClou B
'oya PayCloud Help | Exit
Voya PayCloud Home > Pending/Submitted Batches
Please select Batch Type
@Your contributions batch flle has been added to the list of pending batches below.
Satcn Type
Pencing Baches -
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.
Searchby: | Select - Search Q
Batch Name w BatchType w P v Status w Scheduied Date w Divis o w EE PRETAX wr
2021411241 E- Reacyto Post 0001HARDWOODS 5P..  6.00 -
202191115 E: Reagy to Post 0001 HARDWOODS SP. 400
202118113 B Reacy to Post 0001 HARDWOODS SP. 00
202040112 E- Reacy to Post 0001 HARDWOODS SP. 00
202141111 E- Reaoy to Post 0001 HARDWOODS SP. 00
202141105 E- Reacy 1o Post 0001 HARDWOODS SP. 00
202191104 Scheduled for Process.. 2021t 0001 HARDWOODS SP. 00
20214110-3 8 schequed for Process... 202111 0001 HARDWOODS SP. 00
AutCont Error Contributions ~ 202+1110-2 A Contains Errors 0001 HARDWOODS SP..  2.00
Aucont Error Contrbutons ¢
-~

< Back

When importing a Contribution File:
e The Contribution Input screen will also display the message “Your file has been successfully imported.”

o 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.

e 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.
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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:

e Saved batches
e Batches scheduled for submission at a later date

e Batches with errors

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

/OYA
/ Voya PayCloud Help | Exi

Vioya PayCloud Home

ABC INDUSTRIES - 551213  chang= Pian

Select an operation from the tiles shown below
0 (‘o
£) 2

Add/Enroll Participant Update Batch Participant Update

View/Update participant

Add/Enrell participant Update muttiple participarts

information
(s) = g
Contributions Pending/Submitted Batches Loan Repayment
Process contributions to accounts Review batch Information Process loan repayments

o / 1

Z, T )

Contributions/Loan Repayment Bank Information Administration
dd o update assigned bark Review and update your setings

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
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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

) o Voya PayCloud

Help | Exit

Voya PayCloud Home > Pending/Submitted Batches

ABC INDUSTRIES - 551213

Please select Batch Type

To submit your batch for processing: (1) Select the dircle 1o the Ieft of the batch name and (2) click the Run Batch Button at the botiom of the sereen

20214115
20219113
202112
2021111

20211105

202191103

20241110-2 0001 HARDWOODS SP.. 200 Edit| P

€ Back

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.

e 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

o Delete to delete a pending batch

e Run Batch to go to the Funding Details screen

Fields
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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
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
o Click Back to go to Home Screen
e 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
/OYA

Voya PayCloud

Help | Exit

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

Pleas fficlent funds must be In your bank account beft submit funding. Please ensure all information :2lect FINISH to process. (You may need 1o scroll
down

Fay
42021
4100 000
# ACH Debit
Bank Hame Account Humbe: ABA Humber
JPMC 789789785M 123456789
Plan Wil Intiate Funding
@ Submit Now
Schedule Date
Piease note that the Avallable Forfenture and Prefunded Account Balances that are shown by maney source are as of the prior close of the NYSE.
urt Name w Money Sauree Type w Auaintie Accoun w  Erier Offsct dmount w
Beisnce
Forteiture ROTH ROLL s982769 3000 ]
Forteiture ROLLOVER sa77329 30.00
Forreiure EzPRE Tax $84759.95 3000

Forferure ROTH sse7079 5000

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.

Fields
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Field Description

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

Plan will initiate Funding Select this for all other methods for this batch

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 Prefunded Account The Forfeiture and Prefunded Account Balance section will display depending on
Balance the plan settings
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.

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:

e A single table will be displayed with one row per fund and money source
o 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:

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

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

e 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.
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Entering the Offset Amount:

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

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

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

Screen Options

e Click Back to go to the Pending Batches or Submitted Batches screen
e 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).

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
requested 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

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.
Please contact your plan manager if you have any questions.

Pop-up Screen Options

Pending Batches Edits

February 2020

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 PayCloud Home > Batch Submission Confirmation
ABC INDUSTRIES - 551213
@Contributions Batch submit B Print
Date/Time
11-12-202105:25:17
Batch Name Plan Number Plan Name
testbatchtoday 551213 ABC INDUSTRIES
Payroll Date Payroll Sequence Number User ID
1-14-2021 1 krani1993d46b0
Total Contribution Total Loan Repayments Total Funding Required for ACH/EFT
41.00 0.00 41.00
Method Of Remitting Fund
Bank Name Account Number ABA number
JPMC 789789789M 123456789
NOTE- Batch processing information
ACH Debit- Suomit now: 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.
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 button
-
Click here for supported browsers
Screen Options
e Click Go to Homepage to go to Home Screen
e Click Print to print a copy of the Confirmation screen

Voya PayCloud User Guide
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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.

Batch Name w Batch Type w Payroll Date W Status w Scheduled Date w Division/ Location w EE PRE TAX w
() AutCont Error Contributions ~ 2021-11-10-2 A Contains Errors 0001 HARDWOODS SP.. 2,00 Edit|Print| Delete &
() AutCont Error Contributions 2021111041 E Ready to Post 0001 HARDWOODS SP... 100 Edit | Print | Delete

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

/OVA
7 /
Voya PayCloud .
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
L View Error Messages J
Search by: | Select - Search Q
Name w SSN w Status v Alt Vest Date w Payroll v EEPRETAX w ROTHROLL w ROLLOVER v ROT
Frequency
, PARTICIPANT 39082300 30-Term & Awaiting Payment 5 100 0.00 0.00 &
12LN, FN 12512x000¢ 04-Eligible; Not Participate 1 000 0.00 0.00
54, FM 85648000 01-Active; Awaits Suspension 03/31/2019 1 000 0.00 0.00
ARRELLANO-DP. GAYLORD 43013xxxx 30-Term & Awaiting Payment 1 000 0.00 0.00
ASDDSA, SADASD 31212x000x 04-Eligible; Not Participate 1 000 0.00 0.00
ASF, ASFA 73837xxxx 00-Active And Eligible 1.00 0.00 0.00
AVENDANO-DP, JAMEY M 34653xxxx 30-Term & Awaiting Payment 04/09/2019 1 0.00 0.00 0.00
AYCOCK-DP. THERON-SANDY. 70468xx0xx 01-Active; Awaits Suspension 1 000 0.00 0.00
BACKER-DP. FRANKLYN 87978xx0xx 0f1-Active; Awaits Suspension 1 0.00 0.00 0.00
BADIGER1, RAGHAV 123125000x 30-Term & Awaiting Payment 05/17/2019 1 000 0.00 0.00
-
BANDA-DP, EFRENe 485465xxxx 4 » .
Total 200 0.00 0.00 [oX4
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 ] L Add Additional Participants ] L New Enrollment J
© 2021 Voya Institutional Plan Services, LLC. All RigF red
trademarks of Voya S < Company.

Contribution Screen
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VOYA

Payroll Adrmunesiration Home > PendingSuber

ABC INDUSTRIES - 551213

mied Batches > Paymol

Payroll Administration Help | Ext

Your baich is neady for processing. Piesse be advised, the onder of the source colurmns miy have changed. Enter dats into the appropriate columng
I—

Teat_54351 12122019 E

Wi Error Mettsges

By seiecting & divisionfiocation, you ane bemporarily changing the bani sccount from which the funding fior this Contribution ks coming from. This davision/iocstion will not be updated on the
DAMICIDANE FECord TYough T ComnButon BRch. To Demasnerty CREnGe & DATCIDENT § Shepon IoCaman, e Pamicipant Lipase

Seacch by, Selec ' Search aQ
lams 5w S O W Termmaos w  Temeaben W EEPRETAX w FOTHEOLL W BeaChrr
Lecation Dt Fwanan
L ull a0 S Of-Aeten And Eigibl oo L%t ] Selact [=X--} :1:0) [ 1. I
MDA e T 00-Actve And Digible [ Select 1= -] LT o
AMDDP, JANEY M widf2d DAt And ERile oo Sl =1 5] il 000
UAGAGERT, BAGHAY ch i Of-Actve And Dbl foec] St =X ) (il ] (k=]
LALMANN . OP R wac X1 O At And B oo 122030 Sl Qoo oo [les]
e 383 Of-dston find Bigitls oo 122030 Salact (=1 x] o0 0.0
lllll e O Actew And B ‘ooon Q20 2 L el oo oo Qo0
[ETiCEEs ] O0-Arwen And Bigitle Do Sl =X 5] o0 000
BOE ] TR D-Actwve And Bigbe el Ll =1=x] ooo Qapa
BOURKE-DF. BAYCE oo 2 TE O Acrer And B Doon Gl Qoo 0oo 000
BOYE R e RBE2 £ %
Total LI oa 2amanoa LT

By chciing o 5 DATTCIDANT S METe, you Can Nk 10 1 PETcipe Upcse

BECTION 10 vilw OF UDCEDE DArtcDAnt nformation

el Prarticapants from Altersaie |Location [7]

Screen Options

e Click View Error Messages to see the associated errors. See Error Messages screen below.
e 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.

e Click New Enrollment to go to the Add/Enroll Participant screen.
e Click Back to go to the Pending Batches or Submitted Batches screen

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

Ereviouslx entered. Comelete the foIIowing to ensure that the edited batch has a scheduled date for submission:
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e At the prompt, click OK to continue with the batch edit or click Cancel to keep the batch as originally scheduled.
e 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.

Error messages screen

Errors
&= Print
Batch: Lloan 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
0441600 TERRAZAS-DP, STEVEN LNOOOO4E - Loan number specified on transaction not found or inactive
11560000 BERGERSON-DP, ERICKA LNOOOS4E - Sum of LF int paid > LH tot int paid

Screen Options
e Click Print to print a copy of the errors
o 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:

e 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.

February 2020
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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.

Submitted Batches screen

VC \/‘ , Voya PayCloud
FiNANCIAL y y Help | Exit
Voya PayCloud Home > Pending/Submitted Batches
Please select Batch Type
Batch Type
Submitted Batches ad
Search by: | Select > Search Q

Batch Name w Batch Type w Payroll Date v Status v Division/ Location w EEPRETAX w ROTH ROLL w»

PLKI Combined 2021-12-1241 Submitted 0001 HARDWOODS SP... 010 0.00 Print -
testbatchtoday Contributions 2021-11-14-1 Submitted 0001 HARDWOODS SP... 6.00 35.00 Print

ContLon Batch Combined 202111111 Submitted 0001 HARDWOODS SP... 030 0.00 Print

ContLon Batch Combined 2021-11-1-10 Submitted 0001 HARDWOODS SP... 030 0.00 Print

ContLon Batch Combined 202111119 Submitted 0001 HARDWOODS SP... 030 0.00 Print

AutCont Test Contributions 2021-11-11-8 Submitted 0001 HARDWOODS SP...  4.00 6.00 Print

AutCont Test Contributions 202111117 Submitted 0001 HARDWOODS SP... 400 6.00 Print

AutCont Test Contributions 2021-11-11-6 Submitted 0001 HARDWOODS SP...  4.00 6.00 Print

AutCont Test Contributions 2021-11-1-4 Submitted 0001 HARDWOODS SP... 400 6.00 Print

Auto_PRN Contributions ‘mm.u.nn.n Submirted 0001 HARDWNONS &P anon nno b Print

A 4
< Back
©2021Voya Instutional Plan Services, LLC. All Rights Reserved
Voya and Voya logo are registe: f Voya Services Company.
Click here for supported browsers

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
e 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
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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 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.
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.

Batch Report screen

V O\//‘\ Voya PayCloud Help | Exit

FINANCIAL

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 $0.10
EE PRE TAX Total: $0.10
ROTH Total: $0.10
Contributions Total: $0.20
Loan Repayment Total: $0.00
Batch Total: $0.20
PreFunded Account Offset: $0.20
Funding Method: ACH/Debit
Account Name Money Source Type ( Coor:iiebtug::ﬁsttal) OEZ:;ATZ ;l:)nt
Prefunded EE PRE TAX $010 $0.00
Prefunded ROTH $0.10 $0.00

NOTE- Batch processing information
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.

You have chosen to offset your ACH debit with employer funds. Please be advised that the available 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 B Print

© 2021Voya 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
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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.

Note: Plans not offering participant loans will not have this section.

Home screen

/OYA

Voya PayCloud

Help | Exit

Vioya PayCloud Home

ABC INDUSTRIES - 551213  chang= Pian

Select an operation from the tiles shown below

)

Add/Enroll

Add/Enroll participant

©

Contributions

S A
!
7

Contributions/Loan Repayment

Prox

Participant Update

View/Update participant
information

p -

Pending/Submitted Batches

Review batch Information

Bank Information

Add or update assigned bark

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

‘o

Batch Participant Update

Update multiple participarts
o7
a7/
o

Loan Repayment

Process loan repayments

Administration

Rewview and update your settings

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

February 2020
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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.
Payroll date [s 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
o 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 loan repayment manually
will manually enter the participant data.

{ Back

Screen Options

e Click Back to go to the Home screen
e 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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/OYA

Voya PayCloud He | Bxt
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.
Payroll date Is used 1o clanfy Current vs. Prior Year comnbutions &s it applies IRS Limits.

Batch Name

ayroll Date

Test name @ | Motz

v Display Active Loans Only

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

® Upload a file
| have a file with participant(s) data that | would llke to Import
Process loan repayment manually
| will manually enter the participant data
Selecta Flle

Browse...

B View Sample File for formatting instructions

€ Back

Click here

Screen Options
e Click Browse to select a Loan Repayment file to import
o Click View Sample File for formatting instructions to open a PDF file showing formatting rules
o Click Back to return to go to the Home screen
e 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:

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

o fix

e _dat
e .mdo
e .md5
e .pay
e .wk3
e .wk4
e .prn

General rules
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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.

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 Division/Location

Click this box to select all the locations for the batch (if applicable).

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 Only

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.

Templates Screen

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

can:

e Select a template
e Add a new template

o Delete a template
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A template holds the format you define for the import file, including column headings. After you select your file, you'l
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

OVA
7 T Voya PayCloud

Help | Exit

Voya PayCloud Home » Lean 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 detail will import correctly.

Plzase be advised that Division/Location column is required

Exlsting Template

Select v Create New Template

¢ Back

Screen Options

e 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
e 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.

e A maximum of 50 templates can be saved per plan.

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

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

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

I rancia

Voya PayCloud

Help | Exit

ABC INDUSTRIES - 551213

Create a new template

o New Template Name

e From top 1o bottom, how many rows would
you like to remove

Headers

No Headers

o Now select each column title:

Voya PayCloud Home > Loan Repayment > Templates > Create Template

Check this box if dollar amounts in file do not have decimal points

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

e From bottom 1o top, how many rows would

you like to remove

Trallers

No Trallers

Fields

A B {+ D
Column 1 - Column 2 - Column 3 - Column 4 -
1 55N LN LA DIV 5UB
2 935968005 001 1024 0903
= 819993487 001 95.51 09032
< Back Cancel

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
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.

Upon clicking the question icon, the following text will display within a pop-up.
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“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 Amounts Have an | Check this box if the imported file has implicit decimals. If your file has decimals,
Implied Decimal leave this box unchecked.

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 Select a Template screen.

¢ Click Cancel to go to the Home screen

e 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

e 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

February 2020 Page



Voya PayCloud User Guide

\' \/ Voya PayCloud
C i ya ray Help | Exit
Voya PayCloud Home > Loan Repayment > Templates > New Template Template
Create new template
Existing Template
0 New Template
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
No Headers v @ No Trallers K]
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 v Starting Position Field Length
Field Name Starting Position Fleld Length
Soclal Security Number 5 9 Edit] Delete
Loan Number 15 5 Editl Delete
Loan Amount 21 5 Edit1 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 Instrtutional Plan Services, LLC. All Rights Reserved.
Voya and Voya logo are registered track Voya Services Company.
Click here for supports

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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V \/‘ : Voya PayCloud
C PiaNcIAL y. Yy Help | Exit
Voya PayCloud Home > Loan Repayment > Templates > T11 Template
Existing Template
Q@
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 Trallers
No Headers v @ No Trallers - e
Check this box if dollar amounts in file do not have decimal points
o Now select each column title:
Fleld Name Starting Position Fleld Length
Soclal Security Number 1 10 Editl Delete
Loan Number n 3 Edit| Delete
Loan Amount 15 6 Edit| Delete
Uploaded Data
Soclal Security Number Loan Number Loan Amount
696665555 000 365 ]
507152275 000 754
254354354 000 323
684773590 000 234
382833864 000 543
657696288 000 6.54 -
© 2021 Voya Instiutional Plan Services, LLC. All Rights Reserved.
Voya and Voya logo are register of Voya Services Company.
Click here for

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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/OYA

Voya PayCloud Help | Bxit

ABC INDUSTRIES - 551213

Existing Templa

ate
o oldTemp

e From top to bettom, how many rows would
you like 10 remove.

Headers

o Now select each column ttle:

Add template fields

Voya PayCloud Home > Loan Repayment > Templates >

oldTemp Template

e From bottom 10 top, how many rews would
you lIlke 10 remove

Trallers

- @ Mo Trallers - @

Check this box If dollar amounts in file do not have decimal poims

Field Type
Select ™ Starting Position Field Length
Field Name Starting Position Field Length
Soclal Security Number 1 9 Edit | Delste
Loan Number 0 3 Edit | Delete
Uploaded Data
Social Security Number Loan Number Loan Amaunt
507152275 o] 0275
254354354 00 0132
684773590 o0 0123
382833864 00 0154
657696288 o0 0165
{ Back Save Template

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.”

Screen Options

o Click Back to go to the Templates screen.
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¢ Click Cancel to go to the Home screen

Voya PayCloud User Guide

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
e 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

[@\V/A
/O Voya PayCloud

Help

Exit

Voya PayCloud Home > Loan Repayment > Templates > TestLoan Template

ABC INDUSTRIES - 551213

o Template last saved on Tuesday, November 23rd, 2021 09:18:39 AM

[ View Error Messages ]

Existing Template

o TestLoan

o From top to bottom, how many rows would o From bottom to top, how many rows would
you like to remove. you like to remove.
Headers Trailers

1 v @ No Trailers Al 2]

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 Cc D E
Social Security Number ~ Loan Number > Not Applicable - Loan Amount = Not Applicable
1 SSN PRETAX PAYMENT
2 589554558 6001 50.00 119.9 001

< Back ‘ Cancel Save And Continue Save Template

LLC Al

© 2021 Voya Insttutional P}

Voya and Voya logo are regi

Click here for supported browsers

Screen Options

o 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
o Click Save Template to save template
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Voya PayCloud User Guide

& Print

Errors
SSN Error
2068900 SSN and Loan Number 001 not found.
35685 X0 SSN and Loan Number 001 not found.
35685X00 SSN and Loan Number 002 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

VO\/ A Voya PayCloud

FINANCIAL

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.

Payroll date Is used to clenfy Current vs. Prior Year contributions &s It applles to the IRS Limits.

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

v Display Active Loans Only
0 Would you like to upload a file containing participant data?
() Upload a file
I have afile with participant(s) data that | would Iike to Import.

® Process loan repayment manually
1 will manually enter the participant data.

< Back

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

gistered trademarks of Voya Services Company.

Voya and Voya logo ar

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.”
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Field Description

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 Division/Location Check this box to select all the divisions/locations in the plan for the 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.

Display Active Loans Only 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.

Screen Options
e Click Back to go to the Home screen
e 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.

Loan Input screen
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ascs Voya PayCloud Helo | Exi
Voya PayCloud Home > Loan Repayment > Loan Payment Detalls
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 pay
- Select Principal Balance ™
- Select Payoff Amount
- Select Excepted Amount
- Multiply the Expected Amount at the bottom of the table
Saten Neme Payroll Date
fest 1110172021
Searchby: | Select v | | search Q
Name & SSNw Losn s w Pincsl w  Expected w  Payment w
Balance Amount Amount
DEJONG-DP. DONALD 927608951 001 102467 2000 000 [—i
DOCKINS-DP, RUDOLF 706676180 001 52799 3006 000
GRAINGER-DP. JEAN 235750073 001 5066 6591 000
HUARD-DP, GASRIEL 265675174 001 237596 6314 000
KONCPKA-D?, TONIE 504613023 001 18156.93 16200 000
MARLEY-DP, BOYD 163465928 001 159578 3975 000
MART-DP, GROVER 041696237 001 876925 15102 000
PLATT-DP. FREEMAN 819701503 001 3469219 000
SEIGLER-D, ROSBY 57479341 001 2391790 000
SIMIEN-DP, AL 531659970 001 1268674 32179 000 ~
Total | 000
[ Add Participants from Aternate Location ] 6
Multiply EXPECTED AMOUNT and 1=
populate PAYMENT AMOUNT by
< Back

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.

1P\ /
/OYA Voya PayCloud
o oya rayLlou -
y V Help | Exit
Vioya PayCloud Home > Loan Repayment > Loan Payment Detalls
ABC INDUSTRIES - 551213
Payment amount Changing the funding source temporariy)
To populate payment amourt you may do islonvlocation to temporarlly change the bank account for this loan
- Enter the amount
- Selzct Principal Balance T
- Select Payoff Amount
- Select Excepted Amount
- Multiply the Expected Amount at the bottom of the table
8an Name P2
=
fest 117012021 |
Search by: | Select | | Search Q
Heme & Nw ant w -
DEJONG-DP. DONALD 327800951 oot 108467 2000 000 =
DOCKINS-DR, RUDOLF 706676150 oo 57758 3006 000
GRAINGER-DR. JEAN ] 3066 1500
HUARD-DR, GASRIEL o1 237396 000
KONOPKA-DR, TONIE 502613023 oot 10156.93 5408 4300
MERLEY-DP, OYD 163465928 oot 159578 000
MART-DR. GROVER 021898437 oot 876925 000
PLATT-DP, FREEMAN 815701503 oot 3469219 000
SEIGLER-DP, ROBBY 57479341 oot 4391798 30748 2000
SIMIEN-DR, AL 531659970 oo 1268674 e 000 -
Total 10800
| Add Participants from Altemate Location )
Multiply EXPECTED AMOUNT and L Mutiply
papulate PAYMENT AMOUNT by
¢B c | ‘Save And Continue

Screen Options

e 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.”

o Click Back to go to the Loan Repayments screen

e Click Cancel to go to the Home screen

e 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

/OYA,

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 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.

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

If the participant has transferred to your divisic ion and the divisic

has not yet been updated, please contact the current division/location:
Division/Location : 9999

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

Search By
Search By SSN v

o Search Participant by SSN m

Social Security Number w Participant Name w Added Participants
123-45-6799 TEST.TESTASDT Add TEST, TEST ASD 123456799 0001 Remove
999-99-0002 TAKEOVER 2 Add
TAKEOVER, 3 999990003 0001 Remove
999-99-0003 TAKEOVER 3 Add
999-99-0004 TAKEOVER 4, FN 4 Add

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

Voya and Voya logo are r arks of Voya Services Company

Clicl hore fov cinnortad hroweare

Select a Div/Sub to apply 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

e 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
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e Click Done to add the selected participants to the batch and go to the Loan Input screen

Pending or Submitted Batches screen — Success message

Pending or Submitted Batches screen — Success message

/ Voya PayCloud _
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 -
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 - Search Q
Batch Name w Batch Type w Payroll Date w Status w Scheduled Date w Division/ Location w EEPRE TAX w
AutCont Error Contributions. 2021-11-23-5 Scheduled for Process... 2021-11-24 0001 HARDWOODS SP... 200 Edit | Print | Delete &
AutCont Error Contributions. 2021-11-23-3 i Scheduled for Process...  2021-11-24 0001 HARDWOODS SP... 200 Edit | Print | Delete
AutCont Test Contributions. 2021-11-23-2 B Readly to Post 0001 HARDWOODS SP... 400 Edit | Print | Delete
AutCont Error Contributions. 2021-11-2341 i Scheduled for Process...  2021-11-24 0001 HARDWOODS SP... 200 Edit | Print | Delete
ContLon Batch Combined 2021-11-19-4 B Readly to Post 0001 HARDWOODS SP... 030 Edit | Print | Delete
AutCont Test Contributions. 2021-1119-3 E Readly to Post 0001 HARDWOODS SP... 4.00 Edit | Print | Delete
Tests2 Loans 2021111510 B+ Readly to Post 0001 HARDWOODS SP. 0.00 Edit | Print | Delete
tst Combined 202111159 b Ready to Post 0001 HARDWOODS SP. 1020 Edit | Print | Delete
Loani1152021 Loans 2021-11-15-8 E~ Ready to Post 0001 HARDWOODS SP. 000 Edit | Print | Delete
Template 1 Loans ‘7071,11,1117 B, Ready tn Prst NNN1 HARNWNNNS SP nan Edit| Print | Delete
v
© 2021 Voya Institutional Plan Services, LLC. Al Rights Reserved.
Voya and Voya logo are registered trademarks of Voya Services Company.
Clirl hore fnr eunnartad hraweare

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

o 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

/0 /\ Voya PayCloud

Help | Exit

Voya PayCloud Home

ABC INDUSTRIES - 551213 fenge Plan

Select an operation from the tiles shown below

£ L | &
Add/Enrall Participant Update Batch Participant Update
Add'Enroll participant View/Update participant Update muttiple participants
information
= &
(8] 1= W
= &
Contributions Pending/Submitted Batches Loan Repayment
Process contributions to accounts Review bateh Informatin Procsss loan repayments
e /
/i 1
Contributions/Loan Repayment Bank Information Administration
fth contributions Add or update assigned bank Review and update your setiings

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 Menday EST
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Contributions/Loan Repayments Set Up Screen

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

VO\/A Voya PayCloud Help | Ext

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.

Payroll date Is used to clartfy Current vs. Prior Yeer contributions as it applies to the IRS Limis.

Batch Name 7] Payroll Date (MM/DD/YYYY)

Prefunded Account Contribution What's This?

® Participant Account Contribution

® Display Active Participants Only
Display All

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

) Upload a file
| have a file with panticipant(s) data that | would Iike to Import.

Process contributions/loans manually
1will manually enter the participant data.

V| Display Active Loans Only

< Back

Fields
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Field 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 name is entirely your decision.

Batch Name

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.

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

Display Active Participants [Select this option to include only active participants in the contribution batch. By default, this
Only will be selected.

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

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

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

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

Screen Options

e Click Browse to select a Contributions/Loan Repayments file to import

e 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 or Participants screen

File Browse

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

- Excelspreadsheet (.xls, .xlsxand xXlsm) ...
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e Comma delimited file (.csv)
e Plain text (.txt)

o fix

e _dat
e .mdo
e .md5
e .pay
e .wk3
o .wk4
e .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.

Contributions/Loan Repayments Import Formatting Rules

All fields/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 enrollment 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 header/trailer lines, they must be identified when creating the template. Rows must be consecutive.
Remove any blank rows.

Data Fields and Formatting

Social Security Number:

Must contain 9 digits.

Leading zeros must be included.

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

If the Social Security number format does not contain hyphensf, then ensure that the field is formatted as text
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e Participant name is not required.

e 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.

o 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).

¢ 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

e Loan Number

o Three digits required and must include leading zeros (for example, 001,002,006)

¢ Refer to the loan amortization schedule for payment amount and loan number

e 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):

Overlay method replaces previous hours

Values should be accumulated by Sponsor and submitted to overlay the previous grand total

Hours must be submitted in whole numbers and must not exceed 4 digits.

Anniversary hours (for plan eligibility rules):

Overlay method-Values should be accumulated.

Hours must be submitted in whole numbers and must not exceed 4 digits.

Current Hours (Plan year or Anniversary hours):

Accumulate option — special set up required. The amount submitted will add to the total that exists on the system.

Hours must be submitted in whole numbers and must not exceed 3 digits.

Termination Date:

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

Must contain 8 digits

Leading zeros in months must be maintained

Termination Reason:

Valid values:

= V -Voluntary

O O O ¢ O O ¢ O O ¢ O O O e

= 1 - With Cause

= 2-—Llaid Off

= 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:
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e Select Existing Contribution/Loan Template
e Create New Contributions/Loan Template from Existing Contributions or Loans Template
o Create New Template

Templates screen

b e Voya PayCloud

Help | Exit

Voya PayCloud Home > Contribution/Loan Repayment > Templates
ABC INDUSTRIES - 551213

You can sefect 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 10 the selected template 1o ensure detall will Import correctly.

Please be advised that Division/Location column is required.
ns/Loans Template

Loans 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.

Screen Options

e On choosing the ‘Select Existing Contribution/Loan Template’ you will be provided with a drop down list of saved
combined file templates
Click Go after selecting an existing template to go to the Existing Template screen
o Click Delete to delete the selected template
e 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
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
e Click Create New Template to go to the Create Template screen
o 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:
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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.

Voya PayCloud User Guide

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

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

VO //\ Voya PayCloud &
Y ! Help | Exit
Voya PayCloud Home > Contribution/Loan Repayment > < > Create Template
Create a new template
o New Template Name
o From top to bottom. how many rows would e From bottom to top, how many rows would
you llke 10 remove. you ltke to remove.
He Tl
No Heagers - e No Traliers - e
Check this box If dollar amounts In file do not have decimal points
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 F
Column 1 - Column 2 - Column 3 - Column 4 - Column 5 Column 6 -
1 s ROLLOVER =2 pRETax ER PROFIT Numder of Hours Annversary Hrs ¢
2 an72198
3 76900493 1500 200 10.00 250 50
< Bacl

Fields

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.
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“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?

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 trailer
fields will be ignored.”

Check Box if Dollar Amounts Have an
Implied Decimal

Check this box if the imported file has implicit decimals. If your file has decimals,
leave this box unchecked.

Column Headings

Select a heading name for each column from the drop-down list. The list consists
of the Contributions information including a Termination Date and Termination
reason, Loan information i.e. Loan ID, Loan 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. If Loans are not allowed for the plan, the Loan information is not
shown

Screen Options

e Click Back to go to the Templates screen.

e Click Cancel to go to the Home Screen.

o 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

e 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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/OYA Voya PayCloud
o Qya Fayi.lou Help | Exit
Voya PayCloud Home > Contrlbution/Loan Repayment > Templates > New template Template
ABC INDUSTRIES - 551213
Create new template
o Mew template
o F would P. how many rows would
NO Heagers - @ Mo Trale: - @
Check this box If dollar amounts In file do not have decimal points
o Now select £ach column titls:
Add template fields
» Starting Position Field Length
on Fi
ROTHROLL " z
ROTH 2
updzte Data
Uploaded Data
Social Security Nurber EE PRE TaxX ROTH ROLL ROTH
3333 000 H & 2 =
52275 000 7 L a
54354 000 3 23 a
73590 000 z 2 2
s 2 a
5 52 B -

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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Voya PayCloud -
y y Help | Exit
Voya PayC e tion/Loan Repayment > Templates > w template Template
o New template
e From ttom, how many rows would e From bottom 1o 1op, how many rows would
you you like to remaove.
Traliers
- @ Mo Trallers - @
Check this box If dollar amounts In file do not have decimal paints
o Now select each column title:
Add template fields
= Starting Position Fieid Length
a Field Length
EE PRE TaX % 2
ROTHROLL ®
ROTH n z
update Data
EE PRE TAX ROTH ROLL ROTH
65555 000 3 [ k! B
52275000 7 54 3
54354000 3 2 a
73580 000 2 3 2t
33062 000 5 e a
96288 000 & 5 B -
< Back cncer | [ soverempime

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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/O / \ Voya PayCloud
HNAKC A Oya ay ou Heip | Exit
Voya PayCloud Home > Contribution/Loan Repayment > Templates > New template Template
ABC INDUSTRIES - 551213
o MNew template
o Er e From bottom te top, how many rows would
¥ you like to remove.
N Headers - @ No Trellers - @
Check this box If dollar amounts In file de not have decimal points
o Now select each column title
Agd template fields
- Starting Position Field Length
EEPRETAX ROTH ROLL ROTH
3 65 7 =
52275000 7 54 3
54354 000 3 23 4
73590 000 2 34 7
33064 000 5 23 2
96288 000 L] 54 9 -

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

e Click Back to go to the Templates screen

e Click Cancel to go to the Home screen

o 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

e 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

/OVA
s\
Fenisss Voya PayCloud Heip | Exit
Vioya PayCloud Home > Conmbution/Loan Repayment » Templates > test Template
ABC INDUSTRIES - 551213
Create a new template
Q Template last saved on Wednesday, November 17th, 2021 08:40:27 AM
| Vigw Eror Messags
d e From bottom to top, how many rows would
Yo ove.
No Headers - @ No Trallers - @
Check this box 1f dollar amourts In file do not have decimal points
o New 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
& B c D
Social Security Numbes ROLLOVER - EE PRE TAX - Not Applicable - Not Applicable - Nat Applicable -
1 [SSH ROLLOVER EE PRETAX ER PROFIT Number of Hours Anniversary Hrs G
2 21174198
3 TE9B0493 2 Q 8.0 250

Screen Options

¢ Click Back to go to the Select a Template screen

¢ Click Cancel to go to the Home screen

o Click Save and Continue after correcting errors to re-validate. Based on successful validation, you will be taken to
the Contributions Payroll Input screen

o Click Save Template to save template
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Error Message Details

Errors E Print
55N Errar
WMELES Payment amount must match Expected Amount or the Payoff Amount.

Screen Options

e Click Print to print the errors
o 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
VOVYA.

Voya PayCloud Home > Contribution/Loan Repayment

ABC INDUSTRIES - 551213

Process afile wi

Voya PayCloud

Help | Exit

ith contributions and loan repayment data.
To process a contributions/loans file:
o Please give this batch a name and enter a Payroll Date.

U800 Clanty Cument vs. Prior Year contri

test ) 1110122021

Prefunded Account Contribution What's This?
@ Participant Account Contribution
@ Display Active Participants Only
> Display All
o Would you like to upload a file containing participant data?
O Upload a file
1have a fiie with participantis) data that | would like 1o Import.

@ Process contributions/loans manually
1 will manualy enter the paricipant cata

Display Participants With Contributions

sources as applicable.

Avaradle Sources 10 Include In Batch
v EEPRE TAX
v/ ROTHROLL
v/ ROLLOVER
v/ ROTH

v TAKEOVER
v/ SHMATCH

v/ Display Active Loans Only

< Back

Contribution/Loan Repayment Set Up screen with ‘Process Contribution/Loan Repayment Manually’ option selected for
Prefunded Account
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VOYA

o 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 date I used to ciarty Current vs. Prior Year con?

Batch Name Payroll Date
test [2] 1110122021
@ Prefuncded 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 populated based on the batch
copled. If you need to add or delete sources from the batch, check or uncheck the
sources as applicable.

Avanable Sources 10 Include In Batch
EE PRE TAX

ROTHROLL

ROLLOVER

ROTH

TAKEOVER

CURCY R CYRCY NI RCY

SH MATCH

< Back

Account Contribution

Contributions/Loan Repayments Set Up screen with ‘Process contributions manually’ option selected for Participant

VOYA

s, 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.

Payroll date Is useo 1o clanty Curent vs. Prior Year contrioutions as IRS Limits.
Satcn Name Payroll Date
test ) 1110122021

) Prefunded Account Contribution What's This?

@ Participant Account Contribution

@ Display Active Participants Only
O Display All
e Would you like to upload a file containing participant data?
O Upload a file
I have a file With participant(s) data that | woulc like t0 Import.
@® Process contributions/loans manually
1 will manually enter the participant cata.

Display Participants With Contributions

Copy Payroi Data From

select -

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 need to add or delete sources from the batch, check or uncheck the
sources as applicable.

able Sour Include In Batch
EE PRE TAX

ROTH ROLL

ROLLOVER

ROTH

TAKEOVER

SH MATCH

CUIRCURCA ALY R CYRLY

Display Active Loans Only

& Senices Comaeny.

users

Click here for supported brow

Fields
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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.

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.

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

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 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
Division/Location

Check this box to select all the divisions/locations in the plan for the contribution batch
(may not appear, depending on plan settings).
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Display Participants with Filters for only the active plan participants that have made contributions (optional). This
Contributions 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.

Display Active Loans 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.

Note: This option is displayed only for plans offering Participant loans.

Screen Options

e Click Back to go to the Home screen

e 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.

Participants screen
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/O/\ Voya PayCloud

Help | Exit

Voya PayCloud Home > Contribution/Loan Repayment > Payr

ABC INDUSTRIES - 551213

oll > 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

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.

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

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

By

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

TAKEOVER, 3 999990003 0001 Remove
999-99-0003 TAKEOVER 3
999-99-0004 TAKEOVER 4, FN 4

To search and add a participant:

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

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

To add a participant or all participants:

o Check the specific participant(s) and select Add to add the participant(s) OR

o Check the ‘Select All' option and select Add to add all the participants

To remove previously added participants:

e Check the specific participant(s) from the Added Participants list and select Remove to delete the participant(s)

o 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

e Click Continue to go to the Contributions/Loan Repayments Payroll Input screen
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Contributions/Loan Repayments Payroll Input Screen

The Contributions/Loan Repayments Input screen allows you to enter or update either

e Contributions for the prefunded account or
e 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 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/Loan Repayments Input screen — Prefunded Account Contribution

February 2020 Page



Voya PayCloud User Guide

i Voya PayCloud Help | Exit

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

Batch Name Pay

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 contr
accepted by sou

e 10 your Plan's Prefunded Account using this contribution batch by indicating the amount by meney source you wish to contribute. Cnly positive amounts will be

Name SSN v Status EE PRE TAX w ROTH ROLL w ROLLOVER w ROTH TAKEQVER w sH

P 999991001 00-Active And Eligible 000 000 000 000 000 [o14

Total

Contributions/Loan Repayments Input screen — Participant Account Contribution
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Enter the

DR

Select Principal Balance
Select Payoff Amount
ect Excepted Amount

sally

ultiply the Expected Amount at the bottom of the table

Repayme

By sole

10/21/2021

Cancel | Save And Continue

B6 B3|
If o 1t it contributions for a participant that is not included in the batch below you may da 5o by using the butte t the bott
Search by
Namo - SSN - Dhison - At Vst Date = Pariods of Sve - Number OFf Elig Hes Anni
Location Hours
e KELYN ATIAAxx0x ©oo1 232021 3 1000 10.00
E 58346xxxx 1003 5 0.00 4.212.00
182 44000 1003 26 000 421200
DHOBER00C 1001 -2 10.00 4.212.00
48243 wxnx 1001 il 000 4.212.00
O77ADr0ex 1001 14 ooo 421200
DM2aTxxx 1001 23 000 422000
A73ATxxxx 100 19 0.00 4.212.00
os7aT000 100 1 000 292200
3G T 1001 8 000 421200
O17a 0000 4
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
Add Participants from Alternate Location Ade Additional Participants | New Enroliment

Salary -

0.00
000
000
000
0.00
0oo
000
000
ooo

ooo

JONA
e .
Folhsscii 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 followling: Select a different division/lacation o temporarily change the bank account for this lean

(=%

Eligibie Date -

-

1030208

-

(3 |

Multiply

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.
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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

VO\/{-\ Voya PayCloud

Help | Exit
Voya PayCloud Home > Contribution/Loan Repayment > 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.
Payment amount Changing the funding source (temporarily)
To populate payment amount you may do ANY of the following Select a different divislon/location to temporarily change the bank account for this loan

Repayment.
Enter the amount manually oY

- Select Principal Balance By selocting a divison/locationy: tomporarily 1 the bank account from which the

+ Select Payoff Amount funding for this Contribution from. This divison/location will not be

« Select Excepted Amount updated on the participant re Vioan Repayment batch.To permanently
- Multiply the Expected Amount at the bottom of the table change a participant's division/iocation,use Porticipant Update

Batch Name Payroll Date

B6 10/21/2021

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.

Search by:  Select - Search Q
Nome w SSN w Divison/ - Alt Vest Dote w Periods of Svc v Number Of - Elig Hrs Anniv Solory v Eligible Date w
Location Hours

AGEE-DP, JACKELYN AT1A4xxxx 0001 was/zo21 3 1000 1000 000 —]

ASHWORTH-DP, RENATO 58346xxxx 1003 s 0.00 4.212.00 000

BALCH-DP, CHUNG 18244x000¢ 1003 26 000 4.212.00 000

BERESFORD-DP, CARMINA D9065xxxx 1001 9 1000 4.212.00 000

BLOSSER-DP, GEORGIANA AB243xxxx 1001 15 000 4.212.00 000

BLOSSER-DP. LUVENIA 07749xxxx 1001 i) 000 4.212.00 000

BOURGOIN-DP, HALLEY D247 xxxx 1001 23 000 4,22000 000

BREW-DP, VICTOR AT3ATxxxx 1001 19 0.00 4.212.00 000

BUONO-DP, KIANA O5741xxxx 1001 1 000 292400 000 10/30/2018

CALLAHAM-DP, ERNA 396A43xxxx 1001 8 0.00 4.212.00 0.00

AR P ARER o o720 4 -

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 i = Multiply

( Add Participants from Alternate Location ) ( Add Additional Participants ) [ New Enroliment )

< Back
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Screen Options

o 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

o 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

e Click New Enrollment to go to the Add/Enroll Participant screen
e Click Back to go to the Contributions/Loan Repayments Set Up screen
e Click Cancel to go to the Home Screen.

o 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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VOYA

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. If you need to submit contributions 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 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".

0 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 -

o Search Participant by SSN m

Social Security Number v Participant Name w
123-45-6799 TEST, TESTASD T Add
999-99-0002 TAKEOVER 2 Add
999-99-0003 TAKEOVER 3 Add
999-99-0004 TAKEOVER 4, FN 4 Add

© 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

Select a Div/Sub to apply the funding to.

To add a participant to the selected batch:

o Select a ‘Search By’ criteria
o 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:

e From the Added Participants, select Remove to delete the participant(s)

Screen Options

[ Click Done to go to the Contributions/Loan Repayments Input screen

February 2020
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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

FNANCIAL 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
o Social Security Number v
o Search Participant by SSN m
Participant Name Social Security Number s
SCHOOLEY-DP, BOB 506-67-0301 Add —
SAASDADS, SADASD S 213-12-3123 Add
SPATARO-DP, LELAND 728-69-1784 Add
SCHWANDT-DP, LONNY 107-63-3926 Add
SUMMERVILLE-DP,ROYAL 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-DP,PICKY 623-09-3771 Add v
4 4|

© 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

To add a participant to the selected batch:

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

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

To delete a previously added participant:

e From the Added Participants, select Remove to delete the participant(s)

Screen Options

Click Done to go add the selected participants to the batch and go to the Contributions/Loan Repayments Input
screen

February 2020
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Pending/Submitted Batches Screen

Pending/Submitted Batches screen

VGO //\ Voya PayCloud A
e y y Help | Exit
Voya PayCloud Home > Pending/Submitted Batches
Please select Batch Type
@Your combined 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 @ Batch Type w Payroll Date @ Status @ Scheduled Date @ Division/ Location s EEPRETAX w
) AutCont Error Contributions 2021-11-23-5 Scheduled for Process. 2021-11-24 0001 HARDWOODS SP. 200 Edit | Print | Delete -
) AutCont Error Contributions 2021-11-23-3 Scheduled for Process... 2021-11-24 0001 HARDWOODS SP... 200 Edit | Print | Delete
7)) AutCont Test Contributions 2021-11-23-2 Eo Ready to Post 0001 HARDWOODS SP.. 400 Edit | Print | Delete
) AutCont Error Contributions 2021-11-2341 Scheduled for Process... 2021-11-24 0001 HARDWOODS SP... 2.00 Edit | Print | Delete
) ContLon Batch Combined 2021-1119-4 B Ready to Post 0001 HARDWOODS SP... 030 Edit | Print | Delete
) AutCont Test Contributions 2021-1119-3 B Ready to Post 0001 HARDWOODS SP...  4.00 Edit | Print | Delete
D) tst Combined 2021-1115-9 s Ready to Post 0001 HARDWOODS SP...  10.20 Edit | Print | Delete
) Loan11152021 Loans 2021-1115-8 [E» Ready to Post 0001 HARDWOODS SP...  0.00 Edit | Print | Delete
) Template 1 Loans 2021-1115-7 [ Ready to Post 0001 HARDWOODS SP...  0.00 Edit | Print | Delete
() B521 Combined Z(Y)L“JR.R B Peachs tn Pact 0NNt HARNDWNNNS SP 7400 } Edit | Print | Delete
v
© 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

When Importing a Contributions/Loan Repayments File:

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

e 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.

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

e 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
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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

VOYA:

Voya PayCloud

Help | Exit

Voya PayCloud Home

ABC INDUSTRIES - 551213 chenge Pian

Select an operation from the tiles shown below

£

Add/Enroll

Add/Enroll participant

[l

Participant Update

View/Update participant
Information

Batch Participant Update

Update mutiple participants

©

Contributions

Process contributions to accounts

i

Pending/Submitted Batches

Review batch Information

?(?

Loan Repayment

Process loan repayments

Contributions/Loan Repayment

Process a file with contributions

Bank Information

Add or update assigned bank

&

Administration

Revew and update your setiings

Voya PayCloud User Guide

and/or loan repayment data

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

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 needed. Please review the
policies and restrictions noted on the bottom of the Bank Information screen.

Bank Information screen
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\/O\/A 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
e
Bank Address (Optional) Confirm Routing Number
Bank Address2 (Optional) Account Number
(2]
Bank City Confirm Account Number
Bank State Account Type
- @ Saving
() Checking

Bank Zipcode(Optional)

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 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.

- Prior to your first debit, please verify with your bank that 8602739614 is authorized to debit your account.

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

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

Fields

Field Description

Division/Location Display Division/Location for the selected plan (If applicable)

Apply Banking Info to All If your company has multiple divisions or locations entered in Voya PayCloud, you

Divisions/Locations 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.

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.
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Field Description
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

e 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

Routing Number and Account Number

Help Locating the Routing Number and Account Number

The Routing Number is a 9 digit number that identifies your bank. 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. It is 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.

5 "
- » A Compary
e ‘ ) Vr Sowet
Sl Ton W0 YOO
P
J S ——— o
s o (@ PNCBAX
7 \ -~ g A
Routing Number  Account 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.
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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.

Bank Information screen — Multiple division plan with/without banking information

JOVA
Voya PayCloud Help | Ext

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.

Search by: = Select v | Search Q
Division/Location Number Division/Location Name Bank Name @ ecccum v Actions ¢
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 QAKS, LLC TestBank12345 Savings Edit
1005 MARS ADVERTISING, INC. TestBank12345 Savings Edit
1006 NOMADIC LLC TestBank12345 Savings Edit
¢ Back N

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

Voya and Voya logo are registered tr

of Voya Services Company

Click here for supported browsers

Screen Options

Click Back to return to the Home screen

Add Bank pop-up
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Add Bank
Flease 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 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 curment 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.

- Prior to your first debit, please verify with your bank that 85027396# is autherized to debit your account.

cancel m

Edit Bank Information Screen

Edit Bank Information screen
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VO\/‘A 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)

Routing Number
211391825

Confirm Routing Number

Bank Address (Optional) 211391825
Account Number

Bank Address2 (Optional) 44279999
Bank City Confirm Account Number
Marlborough 44279999
Bank State Account Type

MA v () Saving
Bank Zipcode(Optional) 8 Chreoidrny

01752

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 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.

- Prior to your first debit, please verify with your bank that 8602739614 is authorized to debit your account.

© 2021Voya 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

o 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

Bank Information verification screen
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VO\/A 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 21391825
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 agreement with terms and conditions previously agreed to regarding ACH Debit and authorizes Voya, 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 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. All Rights Reserved

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

Click here for supported browsers

Screen Options

e Click Back to return to the Edit Bank Information Screen
¢ Click Cancel to go to the Home Screen
e Click Submit to save the Bank Information details. Bank Information confirmation pop-up is displayed

Bank Information Confirmation

Bank information confirmation pop-up

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 a 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 Iis 8602739614

Screen Options

e 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 > Edit Bank Information > Verify Changes

ABC INDUSTRIES - 551213
E Print

Q Bank Information successfully created on 11/23/2021 at 12:26:42 PM.

Bank Name Routing Number
JPMC 211391825
Bank Address Account Number
Marlborough, MA 01752 44729999
Account Type
Checking

By providing the bank account information above, the Plan Sponsor/Trustee acknowledges and affirms their agreement with terms and conditions previously agreed 1o regarding ACH Debit and authorizes Voya, 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 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.

< Back Go To Homepage

© 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

Bank Information Confirmation screen

VOYA

Financin Voya PayCloud

Help | Exit

Voya PayCloud Home> Bank Information Confirmation

ABC INDUSTRIES - 551213
B Print

Q Bank Information successfully created on 11/23/2021 at 12:26:42 PM.

Bank Name Routing Number
JPMC 211391825
Bank Address Account Number
Marlborough, MA 01752 44729999

Account Type

Checking

By providing the bank account information above, the Plan Sponsor/Trustee acknowledges and affirms their with terms and itions previously agreed to regarding ACH Debit and authorizes Voya, 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 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. All Rights Reserved.
Voya and Voya logo are registered trademarks of Voya Services Company.

Click here for supported browsers

Screen Options

e C(lick Go To Homepage to go to the Home screen
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Reports

Voya PayCloud User Guide

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

VOYA

FINANCIAL

Voya PayCloud

Help [ Exit

Voya PayCloud Home

ABC INDUSTRIES - 551213  Change Plan

Select an operation from the tiles shown below

)

Add/Enroll

Add/Enroll participant

(k=

Participant Update

View/Update participant
information

)
| &

Batch Participant Update

Update multiple participants

©

Contributions

Process contributions to accounts

r

i

Pending/Submitted Batches

Review batch information

Y

Loan Repayment

Process loan repayments

Contributions/Loan Repayment

Process a file with contributions
and/or loan repayment data

Bank Information

Add or update assigned bank

2

Administration

Review and update your settings

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

© 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

Reports selection screen

February 2020
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Voya PayCloud User Guide

VOVA

Payroll Administration Help | Ext

Payroll Administration Home > Reports

FBAK20130328-230333 > B Print
ABCINDUSTRIES 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 116563159 20120501 06.00 ©0.00

RIV 118660702 00000000 04.00 ©0.00

LAY 122942870 20130701 02.00 ©00.00

< Back

Voya and Voya logo are registered trademarks 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.

Each report contains the following information:
e Plan Name and Address

e Run Date
e RunTime
e Report Name

For each participant:
e Name

e Participant ID
e Before Tax Percent
e After Tax Percent

Screen Options
e Click Back to go to the Home screen
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