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Upload Menu

You can upload a variety of different file types to add or update plans and companies to your ftwilliam.com
account. You can use this feature if you are converting your data to ftwilliam.com from another software vendor,
ortouse a.csv file to import new plan data or update existing plan information. To view the available upload file
format options, click the Wolters Kluwer logo button in the top left corner, select Company/Plan, then

click Upload Plan Data.
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In the Upload Center, you will see a list of available file type uploads from other software vendors. If you have afile
from one of the listed vendors, simply click the link for the respective files type to upload, and see these
instructions.

(Company/Plan Uploads

Add/Modify Company and Plan Data
Add Companies and Plans (Old Wersion)

Document Conversion

Upload AccuDraft xml files

Upload ASCi xml files

Upload ASCi Word files

Upload Datair rif files

Upload McKay Hochman Word files
Upload Relius xml files

Information about document conversion programs.
Trademarks are the property of their respective owners.

If you have plan data stored in a .csv file, you can use the Add/Modify Company and Plan Data features to create
your own upload. Additionally, by uploading plan data in a .csv you may update existing plans or add new plans.

Upload Menu


https://www.ftwilliam.com/djKIumIZlvmjgBE599Eo3NuoAelU5LAzbx2Xs/help/Instructions/Converting_Documents_from_Another_Document_Vendor_Using_ftwilliam.pdf

The plan upload enables you to upload data for any plan type for existing plans, or to add new plans, as well as add
and update company/sponsor information. The Upload Menu features a list of all the available plan and company
schemas which list columns you can include in the upload on the right. Click Download to see a.csv that lists all of
the acceptable column headers/fields along with data types that may be accepted for the listed plan type.

Home = Upload Center > Uplead Company and Plan Infermation Help

Upload Company and Plan Information

The system will not perform data integrity edits on uploaded data. Description Checklist Plan Type Schema
Be sure you run all appropriate edit checks after performing the import. Company Download
Prototype Non-Standardized 401(k) ProtoNS 4K Download
Sample Spreadsheet Prototype Non-Standardized Money Purchase ProtoNS  MP Cownload
This sample spreadsheet will add a company and 2 plans. The sample plans use Prototype Nun-Stan.dardlzed Target Benefit  ProtoNS TG Download
most of the ZZZ default plan options, only overriding the appropriate elements.  Prototype Standardized 401(k) ProtoSTD 4K Download
Prototype Standardized Money Purchase ProtoSTD MP Download

You will need to create a spreadsheet using the appropriate schema located on

the right side of this page. Note that you do not need to repeat company data on Volume Submitter 401 (k) VolSub 4K Download
subsequent lines when adding multiple plans to the same company, as shown in  Volume Submitter Profit Sharing VolSub 23 Download
this example. Any column which is not specified, will use the value from the Volume Submitter Money Purchase volsub MP Download
oot 222 St slar A cbins Wi coul o b mepeed o1 Vol Sumiter 40106 Grtae Forma) Vo 4KPT oo
be displayed on the confirmation page. Volume Submitter 401(k) (Prototype Format) VolSub 4KPT Download
o " . . . Defined Benefit Pension Plan (Proto Format) DefBen DB Download

J:rati; g::rseri’;?r:}:g\ﬁi ﬂL:Z?E;&Zﬂ;?;iﬂ?;ﬁf :gzailasnc?;it:::ah:u;:;:s Defined Benefit Pension Plan (ID Format) DefBen DBID Download
will appear. For new companies/plans, all accepted data from the CSV will be Cash Balance Plan (Proto Format) DefBen CB Download
shown. Click 'Perform Upload' to commit the changes. Cash Balance Plan (ID Format) DefBen  CBID Download
Employee Stock Ownership Plan ESOP PS Download

Employee Stock Ownership Plan 401(k) ESOP 4K Download

Upload file name: No file selected. Section 403(b) Plan (Full Scope) 403B 4B Download
Number of rows before column headers: 0 Section 403(b) Plan (Limited Scope) 403B 4BL Download
Select Division: Division A - Cafeteria Plan Welfare Cafe Download
I Premium Only Plan Welfare  POP Download

|_ Submit | Health Reimbursement Arrangement Welfare HRA Download

Cancel Trans Spend Acct Welfare 132 Download

Wrap Plan Welfare  WRAP Download

Section 457(b) Plan NonQual 457B Download

Section 409A Plan NonQual 4094 Download

Tax-Exempt 457(b) Flan TIAA 457BTEND Download

Governmental 457(b) Plan TIAA 457BGOVT Download

Misc (1099, 5500 or Admin Software) Misc WL Download

Download ftwilliam.com plan IDs

Adding New Companies and Plans

Adding New Companies and Plans

Each file upload requires identifying information for the plan or company you would like to create through the file
upload. To add companies or plans to ftwilliam.com, you must include the value CompanyName.

If you are adding a new plan to the system, you must include the following fields to identify the plan's sponsor:
e An existing ftwCustomerID or CustomerID or CompanyEmployerID (EIN)
e PlanLinel
e Valid Checklist and PlanType combination as listed on the Upload Menu

If you are adding a company and a plan in the same row of a .csv upload, you must include the CompanyName field
for the new company you are creating.

Updating Existing Companies and Plans



To update existing company data, you must include at least one of the following fields that match a Company you
administer on the ftw system:
e CustomerlD—a unique value you may assign to each employer from the
e Employer'sEIN
o ftwCustomerlD (a unique identifier created by the system - you can get find the IDs by clicking Download
ftwilliam.com plan IDs from the Upload Company and Plan Information screen)

To update existing plan data, you must include at least one of the following fields for each plan to identify an
existing plan on the system:

e PlanID—a unique value you may assign to each employer

e PlanNumber and one of the company identifiers above for the relevant Company

e FTWPIanID (also included for each plan when you click Download ftwilliam.com plan IDs)

Uploading a .csv file with blank entries will delete the value for that row, unless it includes identifying information
for the plan as mentioned above, or only accepts List Values. See the corresponding schema download to see which
fields use list values and what those list values are.

Upload Results Preview

After selecting a file and clicking Submit, you will see a summary of the changes that will be made to the plansin
your upload file prior to actually making the changes. If you are deleting the value in a row, the result of deleting
that row will also be displayed in the upload summary.

Company/Plan Upload X

Upload Results Preview

# Result Company Plan ftwCustomerID CustomerID CompanyName CompanyEmployerID
2 0K Update 313467216 Compuglobalhypermeganet -= Interslice

Downlead as CSV
Total rows processed/accepted: 2/1 Total errors: 1
Total rows with companies to be added: Total warnings: 0
Total rows with companies to be updated:
Total rows with plans to be added:

Total rows with plans to be updated:

| Perform Upioad || Cancel |

The columns of the Upload Results Preview will always display the PlanID and CustomerID, ftwCustomerID and
CompanyEmployerID (EIN) headings. If those values have changed, you will see the updated value in the column.
Otherwise, if it is blank, then no changes will be made to those fields.

The summary in the bottom left describes how many Plans and Companies will be added or updated/modified. In
the example above, the upload will only modify one company: no plans or companies will be added, and no plans
will be modified.

If all of the information in the Upload Results Preview is accurate, clickPerform Upload to complete the upload.



Warnings and Errors

You may see errors or warnings after you have uploaded a file from the Upload Menu. If your upload creates a
Warning, only the specified value will be omitted from the upload for the specified reason, and any other
acceptable data from the file will continue to be processed and uploaded. You may receive a warning because the
value you entered is not a valid entry because it is not one of the specified responses in the schema. For example, in
acompany upload, you cannot set the value 'EntityType' to 'Union' because it is not one of the list vales in the
schema. If you see an Error during the upload, there was insufficient identifying information to update or add the
record and the entire entry/row on the .csv will be skipped.

Additionally, some operations are not allowed through file upload to prohibit entry errors. The following are some
of the forbidden operations:

e Changing Plan Sponsor for an existing plan

e Changing Plan Type or Checklist Type



