Upload and Download Center
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The Form 5500 Software includes several upload and download features. Click on the "Upload and Download
Center" in the top-right under "5500 Menu" to open the "Upload and Download Center" page as shown below.
Each feature can be accessed by clicking on the corresponding link on the page.

Home = Edit Company = Edit Man = 5500 > 2022

5500 Menu
Company: Example Company Y. ID: CustID #

Plan: Example Company - ID: PlanID + _I S il E;!:\'-vnloa:l Center]

Checklist: Misc (1099, 5500 or Compliance) A I:':'_D..D FAdS
e JoAuLoril
Details: EIN: 86-7530032 &« PN: 001 « PYE: 12-21 s Bring ard 2021 data to 2022 for this plan only
s Bring ard 2021 portal users to 2022 for this plan only {
e Clone 2022 Return/Report within 2022 for this plan only i
Edit Status: Unlocked Lock
Portal Menu
Signed Status: Not Signed

e Work With Signers/Portal Users
s Portal Manager
s Portal Link I

Acceptance Status: Not Submitted



Home = Edit Company > Edit Plan > 5500 > 2022 > Upload and Dc

Upload and Download Center
Company: Example Company

Plan: Example Company

Year: 2022

upload

Upload Form 5500 (csv)
Upload Form 5500 EZ (csv)
Upload Form 5500 SF (csv)
Upload Schedule A {csv)
Upload Schedule C (csv)
Upload Schedule D Part T (csv)
Upload Schedule D Part II (csv)
Upload Schedule G (csv)
Upload Schedule H (csv)
Upload Schedule I {csv)

Upload Schedule MB (csv)
Upload Schedule R (csv)
Upload Schedule SB {csv)
ftwLink XML File Upload
Generic XML File Upload
Generic XML File Upload - Legacy
Upload Signers

Upload XML

Download 2022 Signers/Portal Users
Download 2021 Signers/Portal Users
Download Full Filing XML

Download Form 5500-EZ XML

Download Form 5558 XML

Download Form 5500 (csv) | All Plans {csv)
Download Form 5500 EZ (csv) | All Plans {csv)
Download Form 5500 SF (csv) | All Plans (csv)
Download Schedule & (csv) | All Plans (csv)
Download Schedule C (csv) | all Plans (csv)
Download Schedule D Part I {(csv) | All Plans
(csv)

?ow;’aluad Schedule D Part II (csv) | All Plans
csv

Download Schedule G {csv) | All Plans {csv)
Download Schedule H {csv) | All Plans {csv)
Download Schedule I (csv) | All Plans (csv)
Download Schedule MB {csv) | All Plans (csv)
Download Schedule R (csv) | &ll Plans (csv)
Download Schedule SB (csv) | All Plans (csv)

Return

In most upload menus, you will be provided a sample file. Most uploads require that you complete a .csv file with all
of your schedule information. Make sure that your headers in your .csv file match the headers in the sample
spreadsheet provided.

Upload Features
e Schedule A

In the Schedule A, specifically, we give you a sample spreadsheet (titled "Sample Schedule A") and an
additional spreadsheet with what is called "Schedule A Schema." The schema is what you will use in your
headers on your spreadsheet. The first column of the schema spreadsheet will list the data that you may
upload and the column next to the data will give you the schema that corresponds to that data. For example, if
you wish to upload the "Tax Period End", you would use "PlanYearEndDate" in the header of your
spreadsheet.



Additionally, please note the following if you are adding multiple brokers to the spreadsheet: You will use the
"Name1" column for the first name, "Name2" for the second, through the "Name7" column. If you have more
than 7 brokers to add, you will enter his/her name into the "Name3" column in the next row and continue
through the "Name7" column. Entries that begin in the "Name3" column below the first row will add an
additional Page 2 to the Schedule A.

Once your spreadsheets are completed, you may then proceed to uploading your data.

Home > Edit Company = Edit Flan > 5500 = 2022 > Upload and Download Center > Upload Schedule A Data

o
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Upload Menu

Company: Example Company

Plan: Example Company

Year: 2022

The system will not perform data integrity edits on uploaded data. Be sure you run all appropriate edit checks after
performing the import.

Any column which is invalid (e.g. because of a misspelling) will be silently skipped.

Additional Schedule As are determined by the presence of an Insurance Carrier Name (InsCarrierName) in the row.

Supplemental page two starts with index 3 (Name3, EIN3, etc...) up through index 7 (Name7, EIN7, etc...). Data entered
with index 1 or 2 for page two will be ignored.

Download a sample file here: Sample Schedule A
Schedule A Schema

Upload DOL Data
Upload file name: Choose File | No file chosen
Mumber of rows before Column Name: EI

Some schedules such as A, C, D, G, and 55A allow you to have multiple Pages. For these schedules, do you want the
uploaded data to replace or append the existing schedules {if any)? _\IZ'DEI'Td s

Cancel

In the Schedule A upload menu, you will search for the file to upload and then enter the "Number of rows
before column name." This entry will most likely be "0" unless you have entered a column for your own
personal use. The software will not be able to read this information so you must tell it to ignore that
particular row. Next, you will have to tell the software whether you are appending or deleting data.
Appending means you are replacing the existing Schedule A data with the new/corrected data that you have
uploaded. If you choose delete, the software will delete the existing data and replace it with the new data that

you are uploading.

Schedule C

As with the Schedule A, we have provided sample spreadsheets you may utilize in order to upload your
Schedule C data. Please note, the file format of these spreadsheets must remain in CSV format. Each section
of the form is uploaded separately in a different file. When uploading your file, the "Rows to Ignore" field will
default to -1- (to indicate the column header row of your spreadsheet will be ignored). If you have inserted a
row(s) above the column header row, you will need to update the -1- to reflect the row(s) you need to ignore.



Home = Edit Company > Edit Plan > 5500 > 2022 > Upload and Dewnlead Center = Upload Schedule € Data

Upload Menu - Schedule C (CSV)

Company: Example Company

Plan: Example Company

Year: 2022

Data will be validated prior to being imported to our system. Any data that does not pass validation will be ignored.

The upload files need to be separated by section; i1.e. One CSV file for Part I Line 1 of the Schedule C, another file for Part T
Line 2, etc.

Currently existing data will be cleared and replaced by data in the file(s).

File format must be CSV (comma separated values). Samples for each section can be found below.

Download a sample file here (Part I Line 1): SamplePILl.csv
Download a sample file here (Part I Line 2): SamplePIL2.csv
Download a sample file here (Part I Line 3): SamplePIL3.csv
Download a sample file here (Part II Line 4): SamplePlIL4d.cav
Download a sample file here (Part III): SamplePIIl.csv

Upload file name (Part I Line 1): Mo file chosen Number of rows to ignore:
Upload file name (Part I Line 2): Mo file chosen Mumber of rows to ignore:
Upload file name (Part I Line 3): Mo file chosen Number of rows to ignore:
Upload file name (Part II Line 4): Mo file chosen Mumber of rows to ignore:
Upload file name (Part III): Mo file chosen Mumber of rows to ignore:
Cancel
e ScheduleD

Schedule D data is broken into two parts. If you click on the link for either part, there is a sample .csv file you
may download. You will be able to complete this file, save it to your computer and upload the file into the
system. You will need to prepare Form 5500 before uploading Schedule D in order to ensure that Sections A,
B, C and D of the Schedule D are populated.

If you currently use John Hancock, you may download the file to upload on ftwilliam.com from John Hancock.
When you do the export, you'll indicate that you are using ftwilliam.com and their software will give you a file
compatible with the ftwilliam.com software.

Please note that you do not need to ensure the column headers on your John Hancock file match the sample
file provided by ftwilliam.com; as long as you input the correct number of rows containing data, your file's
data will import correctly.

e Schedule G
Schedule G data is broken into two parts. If you click on the link for Schedule D, there are two sample .csv
files you may download. You will need to complete each file, save the file to your computer and upload the file
into the system.

e ftwLink XML File Upload
This is used to upload XML files formatted to ftwLink standards (ftwilliam.com XML interface). If you would
like to use this feature, please contact 800-596-0714 or support@ftwilliam.com for further assistance.

e Generic XML File Upload
This is used to bring in data from Relius' software. Please contact 800-596-0714
or support@ftwilliam.com for more information.



e Upload Signers
This is used to set up your signers/portal users in batch mode. You may enter each signer/portal user under
the Work with Signers/Portal Users link on the 5500 page for that filing, or you may upload the signers/portal
users via this link. A sample upload file is provided. To help get you started, you may want to download [year]
signers' information as described below.

e Upload XML
This is used to upload standard 2009 or later 5500 XML files from other software vendors. If you click on
"Upload XML", you will be taken to the "Upload 5500 XML" screen with options to load specific schedules
and/or the Form 5500 itself.

Home > Edit Company = Edic Plan > 5500 > 2022 » Upload and Download Center > Upload XML

Upload 5500 XML

Company: Example Company
Plan: Example Company
Year: 2022

Check the schedules you wish to
upload:

Form 5500
Form 5500-5F
Form 5500-EZ
Schedule A
Schedule C
Schedule D
Schedule H
Schedule I
Schedule MB
Schedule SB

B8 6 88808 8 8

Schedule R

Upload file name: No file chosen

Mote: All old schedules will be
overwritten

as indicated above with the data
provided

in the XML,

Return to Previous Page

Download Features

¢ Download [Year] Signers from 5500 Forms
This feature will download a list of signer names from the most recent filing in the ftwilliam.com system. The
download will include a list of the plan name, sponsor name and address, EIN and plan number; as well as
signer name and signer type (sponsor and/or administrator).

This download can be used to help create an upload for the "Upload Signers" option described above.
In addition to having a correct PIN and UserID from the DOL, signer names entered on the 5500 must also

exactly match the signer name entered at the DOL website (the signer's profile information) or the filing will
not be submitted to the DOL. Therefore, it is important to ensure signer names are accurate to ensure a filing


https://www.ftwilliam.com/djKIumIZlvmjgBE599Eo3NuoAelU5LAzbx2Xs/help/Instructions/EFAST2UserGuide.html#EditPortalUsers.html

will be accepted.

e Download Full Filing XML
This will download an XML file that may be uploaded into the DOL IFILE system. Note that this is generally
not necessary, since ftwilliam.com will file the 5500 once signatures have been obtained.

e Download Form 5500 / Schedules (XML)
The other remaining XML download options will download an XML of a specific schedule or the Form 5500
only. The single schedule downloads can be uploaded into the DOL IFILE system to an existing 5500 in order
to complete the filing. This is generally used if two different people are completing the 5500 using different
software. Note that the "Download Form 5500 XML" option, different from the "Download Full Filing XML"
option, cannot be uploaded to IFILE, but we are offering it as an XML download since it may be useful for
uploading to other vendors' software.

—

Download 2022 Signers/Portal Users
Download 2021 Signers/Portal Users
Download Full Filing XML

Download Form 5500 XML

Download Schedule € XML

Download Schedule H XML

Download Schedule R XML

Download Schedule 5B XML

Download Form 5500 (csv) | All Plans (csv)
Download Form 5500 EZ (csv) | All Plans {csv)
Download Form 5500 5F (cswv) | All Plans (csv)
Download Schedule A {csv) | &ll Plans (csv)
Download Schedule C {csw) | All Plans (csv)

Download Schedule D Part I {csv) | All Plans
{cav)

Download Schedule D Part II {csv) | all Plans
(cav)

Download Schedule G (csv) | &ll Plans (csv)
Download Schedule H {csv] | All Plans {csv)
Download Schedule I (csv) | All Plans {csv)
Download Schedule MB (csv) | &ll Plans (csv)
Download Schedule R {csv) | all Plans (csv)
Download Schedule 5B (csv) | All Plans (csv)

e Download Form 5500 / Schedules (csv)
The csv download options will download a .csv of a specific Form or Schedule.



Download 2022 Signers/Portal Users
Download 2021 Signers/Portal Users
Download Full Filing XML

Download Form 5500 XML
Download Schedule C XML
Download Schedule H XML
Download Schedule R XML
Download Schedule 5B XML




