Sending Documents Through the
Portal

02/26/2025 4:59 pm CST

This section of the Help Guide walks through the various ways to send documents and messages through the Portal
Module.

How to Send Documents to the Portal That Were Prepared in ftwilliam.com

If you subscribe to both the Documents and Portal modules you may use the "Publish to Portal" option found on the
"Print Plan Documents " screen to post files to the Portal.

To begin, select the Plan Documents module and indicate the items you wish to publish to the Portal, by putting a
checkmark next to the intended document. Note: You can select the document format: PDF or Word. The Plan Document,
and any items marked for signature will always publish in PDF format.

Home * Edit Company = Edit Plan = Print Plan Documents Blan Notes

Plan Documents Menu

Company: ABC Bank ID: Company ID only &
Plan: ABC Bank D: & | fowPro Amend | | E-Signed Docs |
Checklist: Non-Standardized 401(k) (Adoption Agreement Format) - POST . Document Format:
Details: EIN: 25-13323849 « PN: 215 » PYE: ?2? « Print IRS Letter for Jfg Other Plans)
» Global Document Pr s i
DocPrint

Edit Filenames: Level 1 | Level 2
+ Override Global Filename [J
« RK Form Type: | Mone V|

Once the documents to publish have been indicated, select the the “Publish to Portal” option within the “Do with
Selected” button on the bottom left:



Home > Edit Company > Edit Plan > Print Plan Documents EBlan Motes Help

Plan Documents Menu

Company: ABC Bank ID: Company ID only #
plan: ABC Bank 0. # | ftwPro Amend | | E-Signed Docs |
Checklist: Non-Standardized 401(k) (Adoption Agreement Format) - POST . Document Format: (1]
Details: EIN: 25-15338490  PN: 215  PYE: 777 e Print IRS Letter for This Plan (Other Plans)
s Global Document Print Settings 1
s DocPrint
« Edit Filenames: Level 1 | Level 2
. Override Global Filename [
» RK Form Type: | Nong V|
Documents / Forms Select All / Deselect All
Plan Document Summary Plan Description Forms
Adoption Agreement [ summary Plan Description - DOT Deferral Election Form
[ slank Adoption Agreement [ summary Plan Description Deferral Election Form - Spanish
[ Basic Plan Document D Summary Plan Description - Eng_lish Including Bonus Deferral Election Form
Trust Agreement Spanish Foreign Language Requirement Self Employed Deferral Election Form

[ summary Plan Description - Spanish Publicly-Traded Stock Naotice

Required Amendments * Publicly-Traded Stock Notice - Spanish

[J SECURE/CARES/CA& Amendment Highlighls. ) Beneficiary Designation
O pian Hfghlfghts ) Beneficiary Designation - Spanish
IRS Pre-Approval Letter (J Plan Highlights - Spanish Special Tax Motice

[ 1rs opinion Letter =* Special Tax Motice - Spanish

Distribution Election Form - Q15A
Distribution Election Form - non-QJSA
Distribution Election Form - Spanish
Beneficiary Dist Election Form
Inservice Distribution Form
Coronavirus-Related Distribution Form
Benefit Statement

Motice of Multiple Statements

404{a) Annual Motice

Blackout Notice

Blackout Notice - Spanish

Administrative Policies

O qDRO Procedures

[ Funding Policy

[ SECURE 2.0 Operation Checklist

Model/Sample Amendments/Agreements
LTPT Supplemental - Annual Notice

LTPT Supplemental - SPD

Consent

Amendment

Termination Kit nen MP

Cease Safe Harbor Amendment

Cease Safe Harbor Amendment - Spanish

OOo0O000Oo0Oo0000ocoocoOoo

Publish to Portal

oooos

Download in ZIP

Print to One File
Do with selected: ¥ | ———

*MNOTE: Documents generated after the required amendments have been released will have the amendments attached automatically.

=ENOTE: When one or mare of thess files are selected, Print to One Filz will generate . pdf for 2l files selected,

A new window will populate showing the documents have been prepared to send. Note: This step does not actually
publish documents or send anything any notifications to Portal Users.

Publishing

| 100% |
Plan{s): 1 /1
[ 100% |
Document(s) Prepared

After selecting 'Ok, the Communications Manager screen will populate. Aside from first marking items for e-signature
we recommend reviewing this screen from top to bottom.

**We recommend setting items for e-signature when applicable, prior to making other alterations as this will impact
the available e-mail templates.

A list of files that were selected in the Documents Module will appear to the right listed by the "File Name".

e Setting Single Items for E-Signature: If you wish to set e-signing per document, you may do so by selecting the e-
sign toggle to the right of the document name. When this is selected the document will be converted to a .PDF, the



toggle will turn green, and the number of available signers for the plan (those set with signing permissions) will
populate to the right of the toggle:

Folder Name Edit Folders

(] FileName E-Sign Add Signer

b AEC Bank Con.pdf -
0 eod - ©

0 b ABC Bank Plan.pdf
0 b ABC Bank Trustpdf

Selecting the “#Signers” button will open a window that allows users to see who is set for signing as well as their
signing designations, other Portal Users may be added if needed, and set up additional confirmations (the
confirmations are available if you do not have Global confirmations set for documents):

Signer Status

‘

b
A ABC Bank.Con.pdf

g Complete

(=] Portal Users Signing As Notify E-Signin

Aerith Gainsborough Plan Admin/Trustee

e Setting Multiple Items for E-signature: If you have multiple items you would like to mark for e-signature, you may



select the check box next to the file name, then click on “Do with Selected”, and “Add E-Sign”. The Documents will
then be converted to .PDF, the E-sign toggle will turn green, and you will see the number of available signers and
their designations by selecting the “# Signers” button to the right as indicated in the above instructions for setting
e-signature for individual documents.

FileName E-Sign Add Signer

=
ﬁ’/ L ABC Bank Con pdf -

b ABC Bank Plan.pdf

[ PDF |

ABC Bank Trust.pdf

1Y
O R

Do with Selected ~

Add E-Sign

Remove E-Sign

Delete Files Close Post + Send Invite

If attachments are not marked for e-signature, or e-signature selections have already been made, we recommend
reviewing the communication from top to bottom in the following order:



To: Plan Document (1) Aerith Gainsborough, Edit Portal Users

Sublect plan Documents to Review and Sign

o Send Email Invite Confirmation Email Recipient: Ali Bailey (FTWMasterUserTest@gmail.com) Expires (Optional): MM/DD/YYYY u
Email Invite  Portal Message Folder Name Edit Folders
Default Document Signer Email o = FileName E-sign Add Signel
!@!CustomLanguage Your plan document is ready for a signature. You can log on at b A5C BankCon.ndf -

; oo ©
@!loginlink
. ABC Bank Plan.pdf
1@Message = o
You can log in using the following credentials: N
= BC Bank Trust pdf
O &
Username: !@!Username
Passwerd: !@!Password
Thank You
Add TeDo for Pertal User's with View Access: .
Do with Selected ~
. Close Post + Send Invite

1. Classifications: If you are publishing more than one document with different types of "Classifications”, the
classification type of "Plan Forms" will be used. If you have just one type, for example, Amendments, the
classification type of "Required Amendment" will be used.

2. Edit Portal User: The Users listed in the “To” field are those that have permissions to view the documents in the
communication. You can add or remove user permissions by selecting the Edit Portal Users Link to the right of this
field.

3. Subject: Each communication needs a subject for it to be sent.

4. Send Email Invite: This toggle option indicates whether a communication will be sent to the portal user that the
items are available, or you can choose to simply publish the items to the portal without sending them an email
invitation.

5. Confirmation Email Recipient: This field indicates who will receive a confirmation that the Portal User has
downloaded or e-signed the documents in the communication (this will either be the Admin associated with the
plan or the Master User on the account)

6. Expiration Field: this field allows you to set an expiration date. Once this date has passed these documents will no
longer be on the Portal Users Portal. (this is an uncommon field, as most users would like their portal users to have



access to these documents in an ongoing basis).

7. Email Invite: This is the field that indicates what template to use when sending the invitation to your portal user to
inform them they have items to review or sign. You can select from system generated or custom templates by
selecting the dropdown icon in this section. You are also able to create or edit templates by selecting the gear icon
to the right of the template dropdown. You also have an option to add information to the

8. Portal Message, which is the message that displays within the portal view for your users. This can be left blank,
you may be able to enter a custom message, or you can elect to have the e-mail invitation copied to the Poral
messages by marking the indicated box below.

9. Folder Name: This allows you to specify a folder for the documents you are publishing to portal. This is often used
to help organize documents by specific years or item type.

10. Add ToDo with Portal Access: Users can add non-action items to a client’s ‘To Do’ list, triggering reminders, if set
in Global Email Settings. E-signing tasks will appear on the To Do list, but viewing the document for non-signers
will not unless the box is checked.

11. Finishing Options/ Post + Send: The tricolon allows users to preview the communication before posting and
sending them. The Direct Link option (indicated by to linked chains) lets Portal Users access documents within the
communication without logging into the portal. When enabled the link will turn green. Note: Direct Link cannot
be used when sending items for e-signature.

é) Close Post + Send Invite

When Using Direct Link, you can also set an expiration for how long the link is viable:

Direct-Link Settings X
O Enabled

Link Expires {optional)
03/31/2022 |

Dependent upon your e-mail settings, and which option you choose, you will receive a pop-up progress bar window. In
the following instance documents were published to portal and an e-mail communication was sent using the Specify a
Server settings:



Posting Complete!

I S

FPoszts) Sent: 171

I T S

Email(z) Senu 1/1

If you are utilizing the Preparer’s Email settings when sending communications, the progress window will populate with

e-mail addresses to select to send the communication. You must select the email hyperlink on this window to open the
email and send to your clients:

Sending Posts

Posting Complete!
Click each link to generate emails,
Be sure to click 'Send’ in the email program.

Email: John.Doe@email.com

Posus) Sent: 1/ 1

When you select the Email address from the progress window, the e-mail will populate in your e-mail provider for you to
send:

B‘ To John.Doe@email.com
Send Ce
Bec

Subject Your Plan Document is Ready to Be Signed

Your plan document is ready for a signature. You can log on at:

hittps://www.ftwilliam.com/cgi-bin/sp.cgi?id=TI2PE22&add|=6eb4181e-9341-11ec-h9ea-000d3aeed00b

You can log in using the following credentials:

Username: ExampleUser
Password: Lost password? Use the 'Forgot Password' link on the login screen to reset your password.

Thank You

How to Publish a Document to the Portal for E-Signature That Does Not
Originate in the FTW Software



Similarly, to publishing an item to the portal from within the document’s module, you are also able to publish items that
do not originate within the ftwilliam.com software to the portal for your clients to view or e-sign.

In these instances, navigate to the Plan level Portal Dashboard, and select the Communications tab, and select New:

Home > Edit Company > Edit Plan > Portal Manager

123 Demo 401(k) Plan Partal Do Adrmin: v

CompanyID: | PlanID: PYE: 1231 | EIN: 26-7530032 Plan Number: 001

PORTAL COMPLIANCE  DISTRIBUTIONS /
Fortalusers Al Q E hg 7 N

We recommend reviewing the communication from top left to bottom right (with the caveat of adding e-signature to
items) starting with the communication Classification:

A. Classifications: When you create a new communication within the portal module from either the Global or Plan level
dashboard, this will automatically be set to Direct Message. You will want to alter this first prior to adding documents to
share or items for e-signature. This field will identify each portal user within the plan who has permissions for that
Classification.

Once this is updated, we suggest you then add any items for e-signature prior to making additional selections as this will
impact the available e-mail templates.

You may add your documents by selecting the Upload Files link in the communications bottom right corner. A window
will then popup for you to select the files from your computer to import.



P

Communication I B = -
& ftwilliam.com/cgi-bin/Masterindex.cgi?windowed=1#go=/Portal/Communication&CommonField=1464083924&ChildField=1798070826
To: Plan Forms (1) + John Doe, Edit Portal Users
Subject:
o Send Email Invite Confirmatien Email Recipient: Kitty Foreman (K.Foreman@email.com) Expires (Optional): MM/DD/YYYY [
Email Invite  Portal Message Folder Name A Edit Folders
Default Upload Email v O ] FileName E-Sign Add Signer

!@!Customlanguage The !@IClassification file{s) |@/FileName have been uploaded to the plan !@!PlanName.

Please use the following link to download the file(s) and view any attached information:
1@lloginlink

Your portal login information is:
Username: |@!Username
Paszword: I@!Password

Add TeDe for Portal User's with View Access: . .
Do with Selected Upload Files

Close Post + Send Invite

Setting Single Items for E-Signature: If you wish to set e-signing per document, you may do so by selecting the e-sign

toggle to the right of the document name. When this is selected the document will be converted to a .PDF, the toggle
will turn green, and the number of available signers for the plan (those set with signing permissions) will populate to the

right of the toggle:
Folder Name v
O FileName E-Sign Add Signer

vortant Plan Document to

Y
I P OF "

b Important document to sign.pdf )
] [PDF | 1 Signers

If you select the “#Signers” button you will be able to see who is set for signing as well as their signing designations, you
may add other users if needed, and set up additional confirmations (the confirmations are available if you do not have
Global confirmations set for documents):



Signer Status x

[
Important document to sign.pdf

[ F | Use Signing As Motify E-Signing Complete
[J JaneDoe None
John Doe Plan Admin/Trustee v

Setting Multiple Items for E-signature: If you have multiple items you would like to mark for e-signature, you may select
the check box next to the file name, then click on “Do with Selected”, and “Add E-Sign”. The Documents will then be
converted to .PDF, the E-sign toggle will turn green, and you will see the number of available signers and their
designations by selecting the “# Signers” button to the right as indicated in the above instructions for setting e-signature

for individual documents.



Folder Name v Edit Folders

= FileName E-Sign Add Signer

b |mportant Plan Document to

[ PDF | Eviev.'_p_ch’

b Important document to sign.pdf

Add E-Sign

Remove E-Sign

-

Delete Files

If you are not setting any items for e-signature, or if you have already made your e-signature selections, we recommend
you continue to review the communication from top to bottom in the following order:

B. Edit Portal User: The Users listed in the “To” field are those that have permissions to view the documents in the
communication. You can add or remove user permissions by selecting the Edit Portal Users Link to the right of this field.

C. Subject: Each communication needs a subject for it to be sent.

D. Send Email Invite: This toggle option indicates whether a communication will be sent to the portal user that the items
are available, or you can choose to simply publish the items to the portal without sending them an email invitation.

E. Confirmation Email Recipient: This field indicates who will receive a confirmation that the Portal User has
downloaded or e-signed the documents in the communication (this will either be the Admin associated with the plan or

the Master User on the account)

F. Expiration Field: this field allows you to set an expiration date. Once this date has passed these documents will no
longer be on the Portal Users Portal. (This is an uncommon field, as most users would like their portal users to have

access to these documents in an ongoing basis.)

G. Email Invite: This is the field that indicates what template to use when sending the invitation to your portal user to
inform them they have items to review or sign. You can select from system generated or custom templates by selecting
the dropdown icon in this section. You are also able to create or edit templates by selecting the gear icon to the right of
the template dropdown. You also have an option to add information to the Portal Message, which is the message that
displays within the portal view for your users. This can be left blank, you may be able to enter a custom message, or you
can elect to have the e-mail invitation copied to the Poral messages by marking the indicated box below.



Email Invite | Portal Message

Same as Email Invite -

H. Folder Name: This allows you to specify a folder for the documents you are publishing to portal. This is often used to
help organize documents by specific years or item type.

I. Add ToDo with Portal Access: this allows you to add items that do not require actions to a client’s ‘To Do’ list. Adding
items to the To Do list will also trigger reminders if reminders are set in the Global Email Settings. The task of E-Signing a
document will appear on the portal user’s To Do List. Yet, allowing the portal user to have view access to the document
after E-Signing will not. If you would like to add viewing the document to the user’s To Do List after E-Signing, be sure to
check the box.

J. This field contains the ability toPreview your communication as well as create a Direct Link, the direct link option
(that looks like two chains linked together) offers users the ability to access the documents within the
communication/Direct Message without having to log in to the Portal. Please Note: Direct Link cannot be used for items
set for e-signing. When Direct Link is enabled, the link will turn green:

é) Close Post +Send Invite

When Using Direct Link, you can also set an expiration for how long the link is viable:

Direct-Link Settings X
O Enabled

Link Expires {optional)
03/31/2022 &4




To A Plan Forms (1) ] John Doe, Edit Portal LlsersE

Supject: I Documents to Review and Sign c I

Email Invite  Portal Message & I Folder Name Adl ; | Edit Folders

Default Document Signer Email b & O

I@!CustomLanguage Your plan docurment is ready for & signature. You can log on &t

I@leginlink

1@Message

You can log in using the following credentials:

Username: !@!Username
Password: |@!Password

Thank You

‘Add ToDo for Portal User's with View Access: Do with Selected v Upload Files

Close  Post + Send Invite

Dependent upon your e-mail settings, and which option you choose, you will receive a pop-up progress bar window. In
the following instance documents were published to portal and an e-mail communication was sent using the Specify a

Server settings:

Sending Posts

Posting Complete!

l

FPoszts) Sent: 171

l

Emazil(s) Senu 1/1

If you are utilizing the Preparer’s Email settings when sending communications, the progress window will populate with
e-mail addresses to select to send the communication:



Sending Posts

Posting Complete!
Click each link to generate emails,
Be sure to click "Send’ in the email program.

Email: John.Doe@email.com

——

Post=) Sent: 171

When you select the Email address from the progress window, the e-mail will populate in your e-mail provider for you to

send:

E‘ To John.Doe@email.com

Send Cc
Bec
Subject Your Plan Document is Ready to Be Signed

Your plan document is ready for a signature. You can log on at:

https://www.ftwilliam.com/cgi-bin/sp.coi?id=TI3PE22 &add|=56eb4181e-9341-11ec-bFea-000d3ased00b

You can log in using the following credentials:

Username: ExampleUser
Password: Lost password? Use the 'Forgot Password' link on the login screen to reset your password.

Thank You

Description of the Client's E-signing Experience

Once the items have been published for review or e-signature, the portal user will receive a link to the Electronic
Signature screen. This is similar to the e-sign process of the Form 5500/SF/EZ. The portal user must first print a copy of
the Document. Then, the fields will un-gray so that the portal user may enter his/her name in the signature field and
click on ‘Electronically Sign Document’.



| Plan Home

Documents to Sign

| ToDo List (1)

| [ Documents

[ @mbox(@ |~
)

Sign Document
Edit Distribution
Edit 5500

Download SAR

Date Description Filename

022172022 Documents to Sign and Review Important document to sign_pdf

Document Electronic Signature

Step 1: Print Paper Copy of Your Document

You must print a copy of your document before you will be allowed to e-sign. Print & hard copy of your document by clicking
"Print Document” below.

Plan Forms Document:
Important document to sign.pdf

| (=} Print Document | frm——

Step 2: Review Paper Copy before Signing
Read through and venfy the contents of the document before signing.

Step 3: Enter your signature

Verify your name and DO NOT SIGHM the document if the name indicated is not your name and contact your plan administrator
immediately. After verifying your name please type your name in the box next to "Signature'. The name typed in the box next to the
'Signature” box will appear on the signature page of the document.

Mame: John Doe

Signature: John Doe

——

Step 4: Sign and File Electronically

I hereby consent to sign the document by electronic signature, I understand that by typing my name in the 'Signature’ box and by
clicking on the 'Electronically Sign Document' button I am signing & legal document and further undsarstand that my elsctronic

signature has the same legal effect as if the document were manually signed.
I [ Electronically Sign Document I

When the last signer to log into the portal to e-sign, signs, a pop-up will display for the signer letting him/her know the
signing process has been completed. If the user has view access, then they can click on the ‘Click Here’ to go directly to
the document. Otherwise, it will appear in the user’s ToDo list, if applicable, or beneath the New Document list. The
portal user will see a drop-down for the Signing Information, that once clicked on will summarize the signed status. The
portal user will also be able to download a copy of the signed .pdf to view the e-signed signature blocks.

Signing Completed

Description: Documents to Sign and Review

File Name: Important document to sign.pdf

Signer Information

Name: John Doe
Signing As: Plan Administrator/Trustee
Sign Date: 2/21/2022 1:20 PM CST

The signed document is now in your documents list.
Click here to view the signed document.

Document Infermation

Uploaded By: Allison Bailey

Classification:
Description:

Plan Forms
Documents to Sign and Review
File Name:

@ Important document to sign.pdf (Download)

ﬁ Important Plan Document to Review.pdf (Download)

Upload Date: 2022-02-21
11:48:32

[ [&# Signing Information + .

Filename Name Signing As Email Date Print Date Sign Date

Important doc... John Doe Plan Administrator / Trustee 2/21/2022 2/21/2022 2/21/2022




As the TPA viewing the Document List for the specific plan, you will be able to see the e-sign status, by hovering over the
pencil on the far right of the dashboard. Items awaiting signature are denoted with a pencil icon with ‘...’, if the items
have been completed there will be a green check mark above the pencil. Hovering over the pencil will show the file
name, signers name, signers Designation, and the date of signature:

Home > Ediz Company > Edi Plan > Portal Manager

Portal
123 Demo 401(k) Plan Doc Kitty Foreman ~

Company ID: | PlaniD: | PYE:1231 | EIN:86-7530932 | Plan Number: 001 Admin:

PORTAL ~ COMPLIANCE  DISTRIBUTIONS

Frm .

Portal Users Communications All v Q H h 4
O To/From Status Folder Filename(s) Subject / Description Posted *  Dowments uf? 2

filter filter filter filter

Filename Signer  Signing As Sign Date L

lohn Doe : d +2 >
o : I RGN Important document to sign.pdf John Doe  BLANADMIN:TRUST - 2/21/2022 [
O John Doe 5 +2 Documents to Sign and Review 02/21/2022 2 P
O  John Doe HE | 2 2021 Documents +1 2021 Year End Documents 02/09/2022 1

To obtain a copy of the signed documentation, you may either click on the menu icon (tricolon) of that communication
and select ‘Download Attachments’ which will provide all of the attachments in the communication as well as their

signature pages:

= To / From Status Folder
filter filter
John Doe : >
O John Dos Open Communication
Re-send
U BiT Lz Download Attachments ¢
0 John D Download Communication
ann Log
View In Portal

If the items originated from the software, the signature block will populate on each document signed. (Note: if
documents were created outside of the software and were uploaded through the portal the signature block will be
appended to the end of the document).

Alternatively, you may select the menu button (tricolon) on the communication and select ‘Open Communication’:



= To / From

filter
John Doe
(N John Dog
O John Dog
O John Dog

Status Folder

filter

>

Open Communication

Re-send

Download Attachments

Download Communication

View In Portal

Here you can download the individual documents with signature, as well as view the signing certificate:

To: Plan Forms (1) John Doe,

Subject sample Communication

Send Email Invite Confirmation Email Recipient: Kitty Foreman (allison.bailey@wolterskluwer.com)

Email Invite  Portal Message History Signing Certificate

Important document to signpdf - Signing Certificate

Folder Name

O FileName

BN

L Important Plan Document to

U B peyiew oo

L Important document to sign.pdf

0 A

SIGNING CERTIFICATE

The undersigned Software Vendor hereby certifies that the Designated Person(s) below
electronically signed the document 'G2ZRKHGR36FNJ' through a system that reliably

authenticates and verifies the adoption of the document.

123 Demo 401(k) Plan

Signature: /s/ John Doe

Print Name: John Doe

Signing As: Plan Administrator

Title/Position:

Sign Date and Time: 2/21/2022 12:52 PM CST
Certification]D: GZRKHGR36FNJ-1

Signature: /s/ John Doe

Print Name: John Doe

Signing As: Trustee

Title/Position:

Sign Date and Time: 2/21/2022 12:52 PM CST
Certification]D: GZRKHGR36FNJ-1

Expires (Optional: MM/DD/YYYY [

:

E-Sign ew Signers
mpleted / T



Sending and Receiving Direct Messages
Portal allows users to securely send communications and files that do not require e-signature through Direct Messages.

Please note, the Portal User does not have to be associated with a particular plan for them to receive a Direct Message.
As such, all Direct Messages sent to and from Portal Users will populate on the Global Dashboard rather than on a Plan
level dashboard. (However, Direct Message may be created from the Plan or Global level dashboard.)

To send a message, navigate to either the Global or Plan level dashboard, select the Communications Tab, and New:

& Wolters Kluwer  Selecta company... ~ | Select a Plan...
All Open ToDos . Y

All ‘New’ communications begin as Direct Messages until the Classification is updated. The main differences between a
standard communication through the Portal and a Direct Message is that any portal user may be added to a Direct
Message regardless of plan association, and documents attached are not available for e-signature:

To: | Direct Message Add Portal Users... |

Subject:

o Send Email Invite Confirmation Email Recipient: Ali Bailey (allison.bailey@wolterskluwer.com) Expires (Optional): MM/DD/YYYY ﬂ

Email Invite  Portal Message

‘ Default Send Message Email - o 0O FileName

1@!CustomLanguage

You have been sent a secure message. Please log in to view your message.
The following files were also upleaded with this message: |@/FileName

1@lloginlink

Your portal login information is:
Username: |@Username

Password: |@Password

Add ToDo far Portal User's with View Access: -
Delete Files Upload Files

Close Post +Send Invite

Once ‘New' is selected the Direct Message will populate like the standard communications sent through the portal. To
add portal users, click on the ‘Add Portal Users’ space next to the Direct Message classification. From here there are
multiple options:

a. Search by Username, Name, or E-mail

b. Select portal users individually by clicking on the check box next to the user’s name



c. Select all users by checking the box in the header next to the username

. . Add Portal Users x
Subject: \ Fileers:

Send Email Invite Expires (Opticnal): MM/DD/YYYY

Email: E-mail address starts with...

Userlame:

UserName starts with... ‘

Name: Name starts with...

Portal Message [ ] JuseName Name Email
I GEL Aang <
N Aerith
AerithG d
Default Send Message Email O i Gainsborough
!@!CustemLanguage [ |AneyDwyer Andy Duyer i
1 |Barretw Barret Wallace g
1 |Billy Ccean Billy Ocean
"] |Bubblyglasses bubbly Glasses d
T |CandaceF Candace Flynn i
Charles Monty
[ |mrBurns i
1@!loginlink
|| |cidH (Redired) Cid Highland -

Your portal login information is:

Username: |@!Username OK Close

Password: !@!Password

Add TeDo for Pertal User's with View Access:

Once the Users are added, ensure all the fields are completed starting with the Subject and review the Direct Message
from top to bottom just as we advise for any communication:



To: Direct Message Add Portal Users...

Subject: |

o Send Email Invite Confirmation Email Recipient: Ali Bailey (allison.bailey@wolterskluwer.com) Expires (Optional): MM/DD/YYYY ﬂ

Email Invite  Portal Message

Default Send Message Email o O FileName

I@ICustomlanguage

You have been sent & secure message. Please log in t view your message.
The following files were also uploaded with this message: |@/FileName

@laginlink
Your portal login information is:
Username: [@!Username

Password: 1@!Password

-

Add ToDo for Portal User's with View Access: X
Delete Files Upload Files

. Close Post +Send Invite

1. Subject: Each communication needs a subject for it to be sent.

2. Send Email Invite: This toggle option indicates whether a communication will be sent to the portal user that the items
are available, or if toggled off the message and documents will be published to the portal without sending an email
invitation.

3. Confirmation Email Recipient: This field indicates who will receive a confirmation that the Portal User has
downloaded or accessed the documents in the communication (this will either be the Admin associated with the plan or
the Master User on the account). This is also the user alerted when a Portal User responds to a Direct Message.

4. Expiration Field: this field allows an expiration date for the message. Once this date has passed these documents will
no longer be on the Portal Users Portal. (This is an uncommon field, as most users would like their portal users to have
access to these documents in an ongoing basis.)

5. Email Invite: This is the field that indicates what template to use when sending the invitation to your portal user to
inform them they have items to review or sign. You can select from system generated or custom templates by selecting
the dropdown icon in this section. You are also able to create or edit templates by selecting the gear icon to the right of
the template dropdown. You also have an option to add information to the Portal Message, which is the message that
displays within the portal view for your users. This can be left blank, you may be able to enter a custom message, or you
can elect to have the e-mail invitation copied to the Poral messages by marking the checkbox indicated below.



Email Invite | Portal Message

Same as Email Invite <
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Hello John,

I
i
il
M
ihl
1]
I

| wanted to make you aware of the upcoming changes to our fee schedule. Please see the attached document and retain it for
your records.

Additionally, please be aware of the upcoming filing deadlines:
» Calendar year 5500 filings are due_July 31.

« Calendar year 5500 filings with extension are due October 15.

6. Add ToDo with Portal Access: this allows you to add items that do not require actions to a client’s ‘To Do’ list. Adding
items to the To Do list will also trigger reminders if reminders are set in the Global Email Settings.

7. Upload Files/File Name- Attach any files you wish for the users to review, when using Direct Messages please note
that anyone on the message is able to view the files, so you want to ensure these are generic and not plan specific
documents.

8. This field contains the ability to Preview your communication as well as create a Direct Link, the direct link option
(that looks like two chains linked together offers users the ability to access the documents within the
communication/Direct Message without having to log in to the Portal. Please Note: When Direct Link is enabled, the

link will turn green:

é) Close Post +Send Invite

When Using Direct Link, an expiration date may be set for how long the link is viable:

Direct-Link Settings x

o Enabled

Link Expires (optional)
10/31/2024 4

You may also Publish the items to portal which will post the items without an e-mail being sent to the Portal User (this
option populates when the ‘Send Email Invite’ toggle from item D has been turned off). Lastly there is the Post and Send
option which will publish the items to the client portal as well as send the e-mail communication alerting them there are
things to review within the Portal.

The image below is a screenshot from a sample portal user's perspective. The message you sent (and any attachment if
applicable) is available in the portal under ' gg Inbox'. If the user has rights to send messages, the user will see the



'Reply' button shown.

Allison Bailey E;;’gﬂ:’“"m gﬁg,z"‘g:":ﬂe" ) 07/26/2024
LTS zl‘ljzsﬁuli;“sg Hours NYSE pdf R
Maira Rose Plan changes, no longer the Last Airbender? 04/18/2023
Allison Bailey Direct Link oo 1113012022
Allison Bailey Census request | 110082022
Allison Bailey T TR 08/01/2022
Allison Eailey Please review and canfirm receipt 08/01/2022
Allison Bailey Removal of Azula from the Fire Nation 05/10/2022

Hello John,

I wanted to make you aware of the upcoming changes to our fee schedule. Please see the attached document and retain it for your records.
Additionally, please be aware of the upcoming filing deadlines:

« Calendar year 5500 filings are due July 31,

« Calendar year 5500 filings with extension are due October 15.

If the user clicks to ‘Reply’ to a message, the screen shown at below will be displayed with options to add/modify the
subject, message body, and add an attachment. The original message will be displayed below the new message (although

users can delete this text if they wish).

Note: Reply messages are not formatted, so if the message was sent with HTML functionality the reply will display with
the original message with the programmed formatting. Below is an example with the original in HTML and Non-HTML:



Send Message x

Send Message x

To: Kitty Foreman To: Allison Bailey

Subject: [Re Portal Message Example Subject: [Re:Examp\e of A Direct Message

Attachments: | Add Attachment | [ ClearList | Attachments: | Add Attachment | [ clear List |

Hello Kitty, = Hi Ali, -

I have received and approve the fee updates. Please make

a notation in our file. I received your message. Thanks for the update, and I
believer we are ready to file the 5500s when

> Hello John, I just wanted to make you aware of the available!

upcoming changes to our fee schedule. Please see the
attached document and keep for your records. Let me know
if you have any questions! > Hello John,<div><br /></div><div>I wanted to make

you aware of the upcoming changes to our fee schedule.
Please see the attached document and retain it for

your records. </div><divy<br /></div>

<div>Additionally, please be aware of the upcoming
filing deadlines:</div><div><ul><li>Calendar year 550@
filings are due<b><u> July 31</u></b>.</1i></ul><ul>
<li>Calendar year 550@ filings <b>with extension</b> «

4 13 4 »
R [send wesnge | (X cone]
Non HTML original message (below the reply) HTML original message (below the reply)

Portal users can view Received and Sent messages until the ftwilliam.com user deletes the messages. Portal users do not
have rights to delete messages.

When a reply message is sent, if notifications are turned on in the Global Email Settings, you will receive an e-mail alert
with a link to access the message. (As shown below some e-mail providers will run the link through filters which will alter how
the link appeatrs.)

Re:Example of A Direct Message
4
° donotreply <donotreply@ftwilliam.com= @ | O Reply © Reply All | — Fonward &

To @ Bailey, Ali Fri 7/26/2024 12:40 PM

Caution, this email may be from a sender outside Wolters Kluwer. Verify the sender and know the content is safe.

The portal user Aang has sent you a secure message.

Please log in to view your message.

The following files were also uploaded with this message: [no file]
https://nam04.safelinks.protection.outlook.com/ ?url=https%3A%2 F%2 Fwww.ftwilliam.com%2Fegi-bin%2 FEnter.cgi%3Fnextb%

3DV2ViUGOydGFsL01pc2NNc2dNZ31uY2d pP1BYSUQSZWIIMYZsb2 MST3V0YmS41kZpbGVIRDOXY]hkNzI0OS00Yjc2 LTEXZWYtYjgxMyOwMDIyNDhhYzewNTQ&data=05%7C02%
7CAllison.bailey?640wolterskluwer.com27Cfeedf731a3264408155f08dcad9a01cc?7C8ac76c91e7f141ffa89c3553b2da2c1 7%67C0%7 C0%7C638576124171168001%7 CUnknown %

7CTWFpbGZsh3d8ey)WijoiMCAwLIAWMDAILCIQIjoiV2luMzliLCIBTil6lk1haWwil CIXVCIGMN0%3 D% 7 C0%7 C¥%7C%7C&sdata=vOPKDmMeKIXTSiTPrik4 %2F130c%2FIHPb%
2F5VSxgIXsk6pusis3D&reserved=0

Selecting the link will first require logging back into the software, but will direct you to the Global Dashboard filtered to

only that communication:

-':- Wo lters KIUWEI' Select a Company... v | | Select a Pian...
All Open ToDos h 4 A New
O To/Frem Status  Classification Plan Batch BatchType  Folde Subject / Description Filename( Posted o
filter filter Search by Plan or PlaniD filter filter filter filter filter

O Aang i = Direct Message Re:Example of A Direct Message 07/26/2024



Alternatively the response may be reviewed without the link, by navigating to the Portal Global Dashboard
>Communications Tab. We suggest sorting the dashboard by messages received to differentiate Direct Messages from
communications:

Portal Users Communications All v Q *+—
All
All Open ToDos
Sent
Received
O To/From Sta
filter Downloaded

E-Signed
All Direct Messages (either sent or received) are indicated by a small red envelope to the right of the communication
under the ‘Status’ heading, select the menu button (tricolon) next to the communication and ‘Open Communication’ to
view the response.

Portal Users Communications Al > Q
All Open ToDos
= To/From Status Classification
filter / filter
AZNg E =2 Direct Message
[ Aang ( Open Communication

Download Attachments
[[J Ferb Fletcher

Download Communication

[0 JetBlack, spike Spiegel View In Portal

Delete

[ Katara, Leslie Knope,+1

Saving Copies of Sent or Received Messages and Communications

If you would like to download copies of your communications including Direct Messages you may do so by navigating to
Global or Plan level dashboard (keep in mind Direct Messages are only located on the Global Dashboard, you are able to
download any other communication from the Plan or Global dashboard.) From here you can select the communications
you would like to export to store outside the software by putting a checkmark to the left of the communication. Once
selected, click on the ‘Do with Selected’ option below the grid and select the ‘Download Selected Communications’.



&% Wolters Kluwer

Home > Portal Manager [Global)

Portal Users Communications Received ¥ Q Module Options ~
All Open ToDos : Y

B To/From Plan Status Folder File: s) u - Poste: Documen &,O v
filter Search by Plan or PlanID filter filter filter
User Name 5 = Re:Updates to Account N/A o
Portal User : = Sample Communication NA 0
User Name E =) Sample E-mail for Brian N/A a
U Re-send Selected Communications &= Test A 0
DI Download Selected Communications I +2 test email NFA 2
] Download Selected Attachments = Test to see how the message populates  N/A 0
Delete Selected Communications -
e SO CHUN ' nia a

Do with Selected v [ SEEE———— Current View Total: 14 / Number Selected: 2 m

This will create a zip file that contains the indicated messages and will itemize the files by the Portal Users Name:

Mame Type
PortallUser123 File folder
UzernameHere File folder

Once you open the Portal Users file name, you will see folders sorted by ‘Sent’ and ‘Received’ (if you only download
messages that were received back from the user, only the received folder will populate.)

Once the folder is opened the communications will be itemized once more by the individual communication and the date

in which it was received in the naming convention:

“« v » ThisPC » Downloads » PortalCommMgr[beta] (3) » UsernameHere » Received

e

MName Type Compressed s
7 Quick access

Desktop
Documents -

E 2021-10-28 - Re_Updates_to_A...  E-mail Message
E 2021-11-15 - Sample_E_mail_f...  E-mail Message



