Compliance Census and Batch Options

02/26/2025 5:00 pm CST

*To utilize the Census functions, you must be a Compliance and ftwPortal Pro Subscriber

How to Access the Census Batch Dashboard

The Census Batch Dashboard may be accessed from multiple locations within the software:
1. Select the Wolters Kluwer Logo > Batches > Census Worksheet.
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2. Navigate to the Portal Global Dashboard and select the 'Census Batches' tab.(Wolters Kluwer Logo > ftwPortal Pro
> Global Dashboard)
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3. Navigate to the Plan Level Dashboard and select Module Options> Census Batch
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4. Navigate to the Compliance Module of a plan, within the Compliance Menu, hover over census and select ‘Portal
Files’. Within the menu grid, select the stack of papers in the ‘Census Worksheet’ row.
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Note: A subscription to both the Compliance Software and Portal is needed to use the batch features.

The Census Batch Dashboard is located on the Global Dashboard of the Portal Module. The following features are

available from the select a batch screen:
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1. Module Options: Like the ‘Portal User’ and ‘Communications’ tab, the same Module Options button is available in

the Census Batch.

2. Create a Batch: Selecting this button will allow users to create a new census batch. For further steps please see the
article entitled: '"How to Post a Census Batch'.

3. Tricolon Menu: Selecting the tricolon next to the individual batch will allow users to open the batch (which is also
available by selecting the batch name) as well as delete a batch. Deleting a batch will remove the census posted to
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the portal users as well as enable the plan to be added to another batch. Note: If a portal user has returned a
response, the response will NOT be removed with the deletion of the batch. To add this plan to a new batch, the
portal user’s response will need to be removed from the plan level Compliance Portal files.

4. Do with Selected: There are two options included in the dropdown menu:

o Mark a Batch as Completed: Marking a batch as completed locks it from further edits, disables the 'Post
Batch' and 'Send Invites' buttons, and prevents any changes except updating portal user permissions.
Batches cannot be marked as completed if they haven’t been posted but can be if invites were not sent.
Note: This action cannot be undone.

o Download Batch Info: This option will create a.csv export of all the information associated with the

batches. This includes:

Batch Name

Batch ID

Plan Count

Year (the plan year end as MM/DD/YYYY for each plan in the batch)
Portal Users associated with the plan that have Compliance permissions.

Census (the name of the census file if the batch has been posted. If not posted either Not Customized or
Customized will populate)

Posted Date (the date the census was posted to the portal)
Invited Date (the date the portal user was invited to view items in the portal. Specify a Server is required)
Downloaded Date (the date the portal user downloaded the census if applicable)

Completed Date (When the batch was marked completed)

4. Current View/Number Selected : This shows a count of all batches in the Census Batch Dashboard. The 'Number
Selected' indicates there is a checkmark to the left of the batch. The number selected is used to show how many
plans will either be marked as complete, or how many plans are selected for the 'Download Batch Info' option
under 'Do with Selected'.

5. Export CSV: This button creates a.csv file that contains the information shown on the Census Batch>Select a

Batch screen.

o Batch Name

o BatchID

o Plan Count



o Posted Dates
o Invited Dates

o Completed Dates

How to Roll Forward Compliance Users
Rolling Forward Users for an Individual Plan
1. Select the Portal Module of the desired plan.
2. Click the Menu icon (three vertical dots) on the right-hand side of the screen.

3. Choose 'Bring Forward Compliance Portal Users' from the menu.

‘:- Wolters Kluwer Example Company ~ | Example Company (ID: Plan ID only) v Gov -

Example Company Portal Doc Admin:

CompanyID:# | PlaniD:PlaniDonly# | PYE:04-30 | EIN:25-1533392 | Plan Number:001 | Checklist: Non-Standardized 401(k) (Individually Designed Format) - POST

PORTAL ~ COMPLIANCE  DISTRIBUTIONS /

Upload Portal Users

O username Name Emai Contact Type
filter

Portal User Edit Grid

filter .
Download Current Portal User CSV File

Portal Link

I Bring Forward Compliance Portal Users I

Portal User Help

Rolling Forward Users for All Plans

1. Navigate to the Global Dashboard (WK logo > ftwPortalPro > Global Dashboard).
2. Click the Menu icon (three vertical dots) on the right-hand side of the screen.

3. Select 'Bring Forward Compliance Portal Users.' This action will pull forward all users across all plans.
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How to Post a Batch Census Worksheet

Note: A subscription to both the Compliance Software and Portal is needed to use the batch features.'Specify a
Server’ will need to be set up within the Compliance tab of the global email settings to send a communication to portal

users.

Before creating a current year census batch, it is recommended to roll forward Compliance Portal Users from the
previous year. Please review ‘How to Roll Forward Compliance Users’ for steps on completing this process.

To create a new census batch, select the ‘Create Batch’ button above the grid and enter a batch name:

f_- Wolters Kluwer Select a Company... v SelectaPlan... Ron Swanson ~
Portal Users Communications Census Batches
Select A Batch —_—

[m] Batch Name Batch ID Count nvit

Once the batch is created, a new screen will populate with Batch Options.

Batch Options:
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1. Select a Batch: This button will return users to the main census batch screen to select a batch. Batches display in
alphabetical order.

2. Edit Name: Select the pencil next to the batch name to make alterations.

3. + Add Plans: Select the plans to add to the batch. Plans that have already uploaded a census in the Compliance
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Portal (either through another batch or at the plan level) will not appear in the 'Add Plans' screen. Any plan year
may be included (e.g., 2021, 2022, 2023) in the same batch.

+Add Plans screen includes the following filters for easy searching (hit the enter key on your keyboard for the filter

to be retained).
e Plan Name/PlanID
e Company Name/ Company ID
e EIN
e Year End (*Search for plans by Year End using the following formats: by MM/DD, MM/DD/YYYY, MM-DD, MM-
DD-YYYY, YYYY-MM-DD, YYYY/MM/DD, and YYYY. Note: The year must be entered as YYYY, not YY.)
e Checklist Type
e Checklist Version
e Administrator (listed on the Edit Plan screen for the Compliance Module)

Things to note when adding plans:

o Muiltiple filters may be used at the same time.

o After entering filters and selecting the plans to add, click on the Add Selected Plans button in the lower left-hand
corner. This will need to be completed first if additional/alternate filtered or unfiltered plans need to be
added.

e The add plans grid is exportable both in the full and filtered view by selecting the Export CSV button in the
bottom right-hand corner.

4. Default Worksheet: There are 3 options for sending the census to the Portal:

i. Upload File: Upload a custom census that is not generated by ftwilliam.com.

ii. Load Prior Year Census: This radio dial selection will load the prior year census for the listed plans, it will
contain census data and participants from a prior year. *Please note: if the prior year census grid selection is
different than the current year grid selection in compliance, the software will enter the applicable data into the
new grid format.

iii. Load Current Year Census: This radio dial selection will load the current year census for the listed plans,
this will be a blank census (or will contain any data entered into the compliance module census for the current
year) and will match the census grid selection in the Compliance for the current year.

*Note: Customized Option: in addition to selecting one of the options outlined above, users may also add custom
census to specific plans.
e Select the ‘Not Customized’ link in the grid.
e A pop-up window with the Company and Plan Name selected will populate.
e Select the ‘Browse’ button and add the unique custom census template.
o The name of the file will populate in the blank box to the left once the upload is complete.
e Select the ‘Close’ button and the grid will then show with ‘Customized’ for that plan listing.
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5. Delivery Options: There are 3 options for delivering the census to portal users.

e Download only: Allows the portal user to download the census but is unable to make changes within the portal
screen or reimport the information. This is often used for review purposes only.*Not a commonly used feature.

e Download and Upload CSV: Allows the portal user to download the census to make alterations and then
provides an import option to send respond with the updated census. *This will create two separate To-Do list
tasks (Download and Upload.)

e Edit CSV on the Portal: This allows the portal user to alter the census directly in the Portal screen.

*Note: Portal users will automatically be updated with the delivery option permissions set by the batch. The batch
delivery options will only add permissions, it will not alter other existing permissions. For example, if prior to a batch
the user has permissions to upload and download the census only, and the batch allows them to edit the CSV on the portal,
once the batch is posted, this user will have permissions to Upload/Download and complete in portal.

When plans have been added, if a Portal User is not assigned to a plan, they may be added by selecting the None’ link
under the Portal User(s) column on the grid.



Selecting this link will open the ‘Edit Portal User Options’ window.

Select a user from the ‘All Contacts’ dropdown.

e The user will be added to the year specified in the batch with the permissions defined by the Delivery Options for
the batch.

Ensure the ‘Save Changes’ button is selected.

Edit Portal User Options x
i [

All Cantacts:

Sweetums - Cempliance Permissions
Selected Year: 01/31/2024

Portal Users: Tom Haverford (TomHaverford)

Compliance Options

Census Worksheet ([Download): No
Edit Census Worksheer: Yes
Census Worksheet (Upload): No
Annual Questionnaire (Download): No

Annual Questionnaire

No

{Upload / Complete Onling): Edit CSV on the Portal
Participant Statements (Download): No
Client Package (Download): No

Default Census Worksheet
Email Settings

From Name:  allison Bailey@wolterskluwer.com

From Email: allison.Bailey@wolterskluwer.com

Reply Ta:

CC

BCC:

Email defaults are set by users with administrative privileges. You will
need to contact a user with administrative privileges if you would like any
of the default values changed, or if you would like the ability to specify a
value for any of the fields displayed in this box.

* Beld indicates the required permission.
TR L - indicates the portal user does not currently have the plan or permission.

Help Save Changes

6. Email Template: Here the template sent to the portal user may be viewed/edited or a new template may be
selected. This template will automatically default to the selected template in the Global E-mail Settings>
Compliance Tab> Census Worksheet Default.

e To select a pre-existing e-mail template, select the drop-down menu. This menu will populate with all of the
available compliance default e-mail options:



Email Template:

Default Census Email ¥

Default Annual Questionnaire Email
Default Census Email

Default Census Worksheet Email
Default Client Package Email

Default Participant Statements Email

e To alter, edit, or create a new template for this batch, select the Edit Templates Link directly below the ‘Email

Template’ drop-down.

Default Census Email
Edit Templates i

e This will open the ‘Email Template Editor’ for the Compliance module to add or edit templates. For additional

guidance on this feature please review the article entitled: 'How to Edit Or Clone Default E-mail Templates.'

Email Template Editor x
Email Templates
Hocule
Template Modules Last Change |
Default Annual Questionnaire Email Compliance 04/08/2022 9:12 AM
Default Census Email Compliance 04/08/2022 9:12 AM
Default Census Worksheet Email { Compliance 07/22/2024 3:16 PM
Default Client Package Email Compliance 04/08/2022 9:12 AM
Default Participant Statements Emall Compliance 04/08/2022 8:12 AM
Edit Template: Default Census Worksheet Email
Subject.  !@!PlanName Census Worksheet Ready m Hidden? m

!@!CustomLanguage The census worksheet for I@IPlanName is ready for your response. You can log on at:

@!loginlink
You can log in using the following credentials:
Username: !@!Username

Password: !@!Password

Thank You

] @ Placeholder List

associated with the plan.

_ Save and Send Test Email Save Template Revert to Default

7. Post Batch: Selecting this button will post the Census Worksheet to the User Portal. If the ‘Send Email Invites’
toggle is green, an invitation (using the Email Template selected for the batch) will also be sent to the Portal Users

8. Do with Selected: Based on the status of the batch, the ‘Do with Selected’ options will vary as described below:

e Prior to postinga batch, the ‘Do with Selected’ option allows a user to select all or individual plans and remove

them from the batch.

o After posting a batch, the ‘Do with Selected’ option allows a user to:

o Remove Plan(s)- When a batch has been posted and s removed from the batch a confirmation window

will populate alerting that the census posted to the users portal, as well as posted in the compliance

module will be removed. However, responses from the portal user will remain unaffected and will still be

both in the compliance module and associated with this plan if added to another batch unless manually
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removed.

o Download Posted Census- selecting this option will export the census that was posted to the user portal

in bulk. These are downloaded into a zip file with the following naming convention: ‘NameOfBatch Posted
Census’.

o Download Census Responses- selecting this option will export the census responses from portal users.

These are downloaded into a zip file with the following naming convention: ‘NameOfBatch Census
Received'.

9. Export CSV: The export CSV option from below the grid will export all the data within the census batch grid into
an editable .csv file.

How to Provide Portal Users Access to Complete the Census within the Portal

Portal User permissions for the Compliance module may be accessed from within the Compliance module as shown
below or from the Edit Portal User screen under the Compliance tab within the Portal Module.

From within the Compliance Module under the Compliance Menu>Census> Portal Files, Edit Portal Users:

Home > Edit Company > Edit Plan > Compliance > Cenzus = Portal Files

Updates Help
C li M
Company: A.Demo ID: e
4 Census
Plan: A.Demo ID:
Tasks
Year End: 12/31/2024 Eansachons
1 Miscellaneous

File Type To Portal User From Portal User Final Batch 4 Tools/Settings
Census Worksheet 4 x 2 = 4 Plan Specifications
Annual Questionnaire & x & [=

Participant Statements X

Client Package o

Online Annual Questionnaire Edit / Publish =

Edit Portal Users -ife—

Portal

Portal Files

Description |Year |Fi]e Mame |S.ize |Pusted Date | Revjew|5tatus |0|Jt.icns

ADemo_2024-12-31.% ftw ]
fﬂi‘::;::?heﬂm‘ Ecusu=h¥urk=heek é%’é‘lﬁ Primary 1 Census (comp and 4099 22%2?224 Review OK Remove
comp after elig) .csv e
None

From here the compliance tab of the Edit Portal User screen will populate. For users to be able to edit the Census
directly in the portal, ensure the 'Edit Census Worksheet’ is set to yes. (The Census Worksheet (download) and Census
worksheet (upload) options may be set to ‘Yes’ to allow users to download, edit and return the .CSV file).

Ensure the 'Save Changes' button is selected before closing the window.



Edit Portal User Options

All Contacts: Barney Fife (bfife2)

A.Demo - Compliance Permissions
Selected Year: 12/31/2024

Portal Users: | Barney Fife (bfife2)

Compliance Options
Census Worksheet (Download):

Edit Census Worksheet:
Census Worksheet (Upload):

Annual Questionnaire (Download):

Annual Questionnaire
(Upload / Complete Onlineg):

Participant Statements (Download):

Client Package (Download):

Email Settings

Help

No

Yes

No

No

No

No
No

Fram Blame- allican Paileu@mnlbarellnonar cam
» Bold indicates the required permission.
* RED indicates the portal user does not currently have the plan or permission.

I Save Changes I I Close J

- Manage | | Add |

Please note: for the portal user to open and edit the census within the portal, the template must match a grid available

within the compliance module dropdown list. If the format does not match, the user will receive the following error

message:

Edit Cenzus Worksheet

’Elror loading the census worksheet. The ID in the census worksheet does not match the expected ID. Please contact your plan administrator.

After selecting the “Invite XX to the portal”, the portal user will see the option to ‘Edit Census Worksheet’. Each cell of
the spreadsheet is editable. Participants may also be added or removed within this screen

-
@ Wolters Kluwer ADemo C 4} (View)BameyFife |- |08 LogOut
|' PlanHome | | Edit Census Worksheet
& Inbox (0) - | Last Name @ First Name | SSN Birth Date Date of Hire (1) Date of Term (1) Term Reason |
|. [£] ToDo List (1) | Brenatto Yeza 123-00-0012 8191574 1172021
- Clay Caducsus 123-00-0003 11581977
Dosal Babenon 123-00-0011 3M6/1958
Lavorre Jester 123-00-0004 572811981
Lavorre Marion 123-00-0010 6/18/1961
Lionatt Beauregard 123-00-0007 10/10/1989
Mydoorin ‘Yasha 123-00-0001 8/9/1983
Sol Pumat 123-00-0009 6/29/1982
Stone Fjord 123-00-0008 8/3/1981
Tealeaf Mollymauk 123-00-0002 2/14/1976 121472020
] »
l Delete Rows | | Download / Print | Note: Be sure to save changes periodically in case of imeout. | Save Changes | I'm Done I

After editing the census, the portal user will need to select the “Save Changes” before navigating away from the page.

Once completed selecting the 'I'm Done' done button will and submit the census.
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Normal Group 4
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Note: Be sure to save changes periodically in case of timeout. | Save Changes ‘ I I'm Done ‘

3

Once selected the user is asked to confirm their selection:

Confirmation X

Are you ready to submit the census worksheet? By
clicking "Yes', you agree that the information in this

worksheet iz true and accuorate.

Selecting 'I'm Done' pushes the updated census to the plan as census (Upload). The portal user will not be able to make
any additional changes after pressing “I'm Done”. If changes are needed, the census (Upload) file will need to be removed and

the portal user re-invited.

Home = Edit Company > Edit Plan > Compliance > Census > Portal Files

Company: A.Demo ID:

Updates He

Compliance Menu

4 Census
Plan: A.Demo ID:
Tasks
Year End: 12/31/2024 4 Transactions
4 Miscellaneous
File Type To Portal User From Portal User Final Batch 4 Tools/Settings
&*

Census Worksheet 4 4 = = « Plan Specifications
Annual Questionnaire = x X =

Participant Statements x

Client Package X

Online Annual Questionnaire Edit / Publish =

Edit Portal Users

Portal

Invite Barney Fife to the portal

Portal Files "
Description [year |File name Size |Posted Date Review | Status
CenSpreadSheetDL Census Worksheet 12/31/ ADemo_2024-12-31.% ftw 07/25/2024 Review OK R i
!Download} 2024  Payroll Census.csv 17:00:48 ol e

— —— —
ADemo_2024-12-31._ ftw
l(::pnlspr:)adsheetUL Census Worksheet ;g;;?;lf Primary 1 Census (comp and 4099 (llgfég!§324 Ry Ammmes Bml'nute | Make Final |
) comp after elig) .csv e UL
None




How to Push the Census from Upload to Final
Once the (Upload) census is populated and approved, the “Make Final” link will become active.

Note: The link will not be active if the (Upload) census has not been approved or if the (Final) census already appears in

the Active Documents box.

Portal Files
Description |Year | File Name | Size | Posted Date | Revi ew| Status Options
ADemo_2024-12-31.% ftw
(CSnSprlem:SheetDL Census Worksheet ég’;il” Primary 1 Census (comp and ?;’?3’3324 Review OK Remove
S comp after elig) .csv e
ADemo_2024-12-31._ ftw i
l(:Sni'_-ipr:la]z-ldSheetUL Census Worksheet ég,;ilf Primary 1 Census (comp and 4099 g;fggfggztl fizviern Gamois EEII-”DEE | Make Final |
ploa comp after elig) .csv i fies
None
Once approved, select the “Make Final” link.
Portal Files
Description |Year |Fi|e Mame |Size |Posted Date |Review|5tatus QOptions
ADemo_2024-12-31.% fiw
(CSnSprleaﬂ?heetDL Eensu=iivorkshest ;S";ilf Primary 1 Census (comp and E;’?g’(ggz"" Review OK Remove
UL comp after elig) .csv e
ADemo_2024-12-31._ fiw : .
fﬁni!ipr:]ailsheetul Census Worksheet ;S.;ilf Primary 1 Census (comp and 4099 g;f%gf:gztt Review OK Rlemo\lf | Make Final |
Ll comp after elig) .csv e SRCE
None
X

The census file will automatically populate as “Final”. Once made Final, there is a link that will
populate below the grid that will allow you to push the portal File Census to the Main grid Census for
testing purposes.

Portal Files
Description |Year |Fi|e Name | Size | Posted Date | Review|5tatus Options
ADemo_2024-12-31.% ftw
(cSnSprleaﬂ?heetDL Eensns iV EkEheet ;S’;il’f Primary 1 Census (comp and ?;Ifgf%gn Review OK Remove
O] comp after elig) .csv i
ADemo_2024-12-31._ ftw : .
{(Ssni'_-ipr:la]allsheetUL Census Worksheet éggilf Primary 1 Census (comp and 4099 2;{%2{:824 Review OK Rlemote | Make Final |
[sae comp after elig) .csv e bl
. ADemo_2024-12-31._ ftw
(C'EnST)readSheetFlnal Census Worksheet %g’;iﬂ Primary 1 Census (comp and 4099 ?;;‘fg;‘gngl Review OK Remove
ina comp after elig) .csv e

MNone

Import Final Census to Compliance Sys
upload record will be deleted.

Please Note: File must contain 5 header rows and census information only. Participants on
the current year census (if any) with no upload record will be deleted.






