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Follow the steps below to edit company data. 

1. Select your company from the Home page that you want to update by clicking on the Company button. This will take

you to the Edit Company page.

2. By default, the list will display all relevant sections of the checklist; fields which are not applicable based on other

answers will not be displayed, and in their place, you will see a "+" sign to expand the section. 

Note: For more information on each item, you can hover your cursor over the "?" icon next to see a brief summary or click on

the "?" to read a longer description.

3. Run edit checks to ensure your updates meet all requirements.  



NOTE: When updating company data, you can choose to update future and unlocked 5500s, 8955-SSAs, PBGC and 1099s if

you also subscribe to those other modules. To update those forms, click the box next to the applicable form, select the

applicable year and click the "Update" button. 

4. Checking these boxes will transfer the updates made to active forms and schedules in the year chosen and future

years. 

5. Once you have added your company, you can add a new plan via the "Add Plan" link under the Company Menu. 



6. Enter the Plan Name and select your desired checklist type from the list. 

 

7. You can select a plan to pull default values from. If you do not have Default Plans set up on your account, your only

option will be ZZZ Default. What you have selected in your ZZZ-Default checklist for the selected plan type will

populate in your added plan. Click on the "Add Plan" button at the bottom of the page. 


