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There are three statuses you should make note of at the top of the "Form 5500 - Year" screen that are described
below. In addition, you may find options to invite users to the portal to sign or review/edit/upload attachments,
depending upon the status of the plan and the settings selected under Work with Signers/Portal Users.

1. Edit Status There are two possible statuses:

o Unlocked: You have not yet selected the option to "Lock" the filing. You may still make changes on the
forms and schedules and you will not be given the option to invite your client to sign the filing or to sign
locally on behalf of your client.
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o Locked: Your planis ready to be signed and you will be given the options to invite users to sign the filing
or to sign locally (explained in more detail below).
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You and any other users (if applicable) will no longer be able to make changes to the filing unless you
select the option to "Unlock" the filing. If a user has been invited to sign, unlocking the filing will cause
the user to lose the option to sign the filing in the portal window (if they do not have any other
permissions to view/edit or upload, then their portal window will contain no options).

If there is more than one signer and one of the signers has already signed the filing, you will lose the
ability to unlock the filing. You will need to contact us at support@ftwilliam.com to enable changes to a
filing once it has been partially signed but has not yet been submitted to the DOL. Note that once all
signatures have been obtained, the filing will automatically be transmitted to the DOL.

2. Signed Status: There are three possible statuses:

o Not Signed: If your filing has not been locked and there are users with permissions to
review/edit/upload information, then you should see a link called, "Invite [Portal User's Name] to



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

Portal." If your plan has been locked, you should see a link called, "Invite [Portal User's Name] to Sign,"
which is where you may start the process of inviting your clients to the web-portal. See below for more
information about sending invitations to the portal.
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o Invited: At least one signer has been invited to sign the filing via the portal. After sending the Invitation
Email to your client(s), you will want to select the option to "Mark 5500 as Invited." This will change the
"Signed Status" line from "Not Signed" to "Invited."

Home > Edit Company > Edit Plan > 5500 > 2022 Helo
5500 Menu =
Company: Example Company ID: CustID #
- - « SAR/AFN Print Settings {
Plan: Exam_ple Company [z ID: PlanID # . Batch/WorkFlow
Checklist: Misc (1099, 5500 or Compliance) £ e s Sy ond el
o View 5500 FAQs
Details: EIN: 86-7530932 » PN: 001 » PYE: 12-31 .
.
e fodieid oo s Clone 2022 Return/Report within 2022 for this plan only i

Invited Re-invite Example User to Sign | Local Sign
Invite Example User to Portal

Signed Status: Portal Menu

» Waork With Signers/Portal Users
s Portal Manager
= Portal Link T

Acceptance Status: Not Submitted Pre-validation Warning

o Signed: You have already invited your client(s) and they have signed (and submitted) the filing to the
DOL.

3. Acceptance Status: This status comes from the DOL. There are five possible statuses:

o Not Submitted: Your filing has not yet been signed/submitted. Once signed, the filing status should be
changed to "Submitted" as all filings are automatically submitted once the proper e-signatures have
been obtained.

o Submitted (rare): Your filing has been submitted to the DOL, but it has not been processed yet. Next to
a "Submitted" status you will be given the option to "Check Status" which may be clicked on in order to
check the status of your plans.

o Accepted: The DOL has accepted the filing.
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o Not Accepted: The DOL has not accepted the filing due to the plan not meeting DOL required edit
checks. The software should provide you with a list of the DOL errors and/or warnings. (These errors
and/or warnings are also included in the edit checks on the ftwilliam.com system, so if your plan has no
errors before filing, your filing should generally be accepted). The filing is still considered filed but you
will likely need to amend the filing (Click on "Amend Filing," update the filing, and re-sign).
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o Rejected: If certain fields are missing, your filing will be rejected. The fields are: plan year end/begin
dates, EIN, plan number, and plan name. You will not have the option to amend the filing since the filing
was never filed according to the DOL. You will need to unlock, modify and re-submit/sign the filing to

the DOL.
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As you complete each task, your status will reflect any and all changes. The "5500 Workflow Grid" will also reflect
all actions that have taken place for each specific plan.




