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Step 1 - Check the Specifications tab for warnings and update plan provisions as necessary.
Step 2 - Add participant data using the Add/Update Data icons on the right-hand side of the page.
Step 3 - Enter Proposed Distribution Date(s) into the data grid (this is a required input).

Step 4 - Review and enter and any additional relevant data found in the grid. Several fields are optional entries such as
Certain Only months (only if that option is used), Beneficiary information (only if known), and cash balance vs.
traditional DB plan information. Most of the fields can simply be entered to correct or complete the input data;
however, there are a few calculated fields that require you to set the override indicator to Yes in order to bypass the
calculation.

Step 5 - Run All Benefit Calculations on the page at one time by clicking the blue button for that, or run individual
calculations by clicking the button under Run Status for that person.

Step 6 - Open the Election Form(s) to review entirely before sending to participants.

Step 7 - Regenerate forms with new information if requested by participants (such as for marital status and
beneficiary’s birth date), as these can impact the available options and benefit amounts.

Contact ftwilliam Support by clicking your name in the top-right corner of the screen if you have questions or need
assistance.



