Online 401K Plan Sponsor Guide

The Plan Sponsor Gateway gives you the effectiveness, flexibility and
streamlined administrative processes, which reduce paperwork and
the manual processing associated with running your 401(k) plan.

This presentation will provide you with step-by-step instructions of
the key features of the site including:

e Edit and configure employee data
e Process Contributions
e View Plan and Participant Activity

¢ Communicating Bulletins




Online 401K Plan Sponsor Guide

Home Section:

Home Page:

This is the main
navigation page of the
Plan Sponsor website.

Welcome: Jensthan Donnell e Ot
Company: Amber Industrie, Ine,

i P ¥ 10:39: 3T 2
Different website Sun Aug 07 10:19:15 FOT 2008

sections may be

accessed by pressing Plan Summary 0
the masthead buttons i s prr -
across the top.
ami mdustried. Ine. $010k
e “ B 415800080

Blan DD DLAL/6%¢

Other system
navigation features that
relate to the masthead
section are displayed
on right hand menus.

Click on the specific plan name to view, enter or edit plan information.
For page specific assistance, click on the question mark (?) located on every page.

401(k) forms, resources, and question and answers for the Plan Sponsor can be accessed by
clicking FAQ.
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‘Weloome: Jonathen Donnell

By clicking on the plan nomg oy atoanH i g
name the plan’s balances
are listed. Amber Industries, Inc, 401(k) Plan DTD 01/01/1999 1]
FUND MAME | mexem | waw | uwins BALANCE BT
These are the ,pla,n,S overall Dreyfus Emergeng Leaders DRELY $32.91 £,903,524 §154,284.08 | Viewladit Plan
balances, not individual Crapfus Intermediate Term Income D&ITH §12.00 7,084 214 §91,244.70 | Pamopsnty
participant balances. Dreyfus Mid Cap Valoe DMV §22.89 72 puesanas |
Drufus Premier Cors Valoe © DEve $24.00 PAMANE  fEE07OG75 | Db
Loans and distributions Creyfus Premisr Mid Cag Stock © DMSCH §14.68 13555715 4199,056.62 ::::l'l :‘;’"l:':
- Dreyius Promisr Small Cap Valus C DEVEX §15.36 1971105 $40,996.63
awaiting your approval can Dreyfus Premiam Intemations] Velue € DICYX 1983 19477083 fresauage |
be viewed on the lower left. [ ey zap 00 indes PROPX 42938 120062%  SMANDY | Lo oo
Access the transactions by Loan Fund LOWN $1.00 4,954 350 R

clicking on “Pending

Loans” or “Pending it

Distributions”. There are 2 pendng Distibutians
Tolal Maket Ve SLIBINE.2Y

Walcome: Jonathan Connell

The pending screen =
Company: Amber Industries, inc ——

allow_s you to vie.w - N fers o6 1650851 POT 2008
pending Loan/ Distribution
transactions. Pending Loans i

i i REQUESTED PARTICIRANT PRINCIPAL RTREI B =y
To view the details of a — F

Loan or Distribution
submission click on the
“Requested” date.
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Home Section:

Welcome: Jonathan Donnell Log Out
Company: Amber Industries, Inc.
Man Aug 08 16:11:01 POT 2005

After reviewing the Approve Loan @

parameters of the
I‘equest you can DANIELLE HARTFORL
Approve, Deny, or
Cancel the
transaction using the
buttons on the
bottom of the screen.
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Amber Il"h\‘.:ll.liltl'iusI Inc. ﬂi’k! Plan DTD 01£01£19§9

This plan summary information
has been obtained from your
adoption agreement. (Contact
your plan Provider if you want
to change any of the
information or if you discover a
discrepancy.)

Tab choices will allow you to
view and edit your plan
sponsor and trustee
information.
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By clicking on
“Participants” the
plan participant
list is brought up.

A search feature
is may built in so
that you may
quickly locate a
participant by
last name or
social security
number.

Clicking on the
participant’s
name brings up
the participants
general
information.

Welcome: Jonathan Danmell

Company: Amber Industries, Inc.

Mon Aug 08 16:37:56 PDT 2005

Participants

PARTICIPANTS
DIVISION
LAST NAME
55N

SORT BY

£52-33-5412
352-62-4224
000-00-0000
159-35-6642
148-63-5224
352-15-2224
£58-99-2123
382-92-2363
I82-41-2223
S4T-85-4422
SET-68-2435
$23-37-8585
S56-87-9921
$55-98-4123
159-36-6TE5

TELE B WO
BX1-254-2198
650-354-21%8

A0B-385-2542
A50-121-4598
A0S-345-289%
A0E-384-9784
A50-954-2684
A0B-574-5496
A0B-36%-5784
650-328-T555
A08-956- 2565
B31-258-3674
A08-965-3265
650-258-475

DIVISION
#dimin

Adrun

fadmin

Sales

admin
Admin
Prod
Sales
Sales

Frod
Admin

ENROLLED

<

= R e o= B A~ EXT

Log Dut
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Participant cs.:::! Amber Industries, Inc. .
information can be  Men Aug 08 16:44:51 POT 2005

viewed and edited o A
here. The enrolled  Barticipant Information L

box should be

checked if the | T
employee is m- '
enrolled in the plan. etk Heone.

. Daf Rates
To enter, view or Souscas
edit alternate Actiuity
payee information Loson
or beneficiary :mmm
information choose Sard nevacu
the appropriate tab. Repeorts

Rakurn

From the menu you
can view details of
the participant’s
plan assets, and
create, view or edit
employee
information,
Investment
elections, salary
deferral rates,
contribution
sources, activity,
loan information,
transfers,
distributions, and
reports can be
accessed.
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These are the
investment fund(s)
selected by your
plan. (Contact your
plan provider if you
want to change or
add additional
funds).

This list identifies
the allowable
contribution
sources for your
plan, as well as the
vesting schedules
associated with
these sources.

Welcome: Jonathan Donnell
Company: aAmber Industries, Inc.
Man Aug 08 16:59:16 PDT 2005

Funds

@

FUND MAME FUND OBJECTIVE

Dreyfus Emerging Leaders

Dreyfus Intermediate Term Income
Dreyfus Mid Cap Yalue

Dreyfus Premier Core Value C
Crayfus Premier Mid Cap Stock C
Dreyfus Premier Small Cap Value C
Dreyfus Premium International Value C
Dreyfus S&P 500 Index

Invesco Dynamics

Janus Adv Worldwide Growth

MFS Strategic Growth

MFS Value Fund

Domestic Hybrid
Domestic Hybrid
Mid Cap Valus
Large Cap Growth
Mid Cap Value
Small Cap value
Foreign Stock
Domestic Hybrid
Large Cap Value
World Stock
Large Cap Growth
Large Cap Growth

‘Welcome: Jonathan Donnell
Company: Amber Industries, Inc.,
Mon Aug 08 17:03:17 POT 2008

Log Out

Sources
SOURCE # SOURCE MAME
1 Salary Defarral
F Company Match
3 Qualified Non-Elective Contribution
L Rollavars
5 Profit Sharing
L} Catch-Up Contributions
7 Safe Harbor Matching
1 Trust Transfer

VESTING SCHEDULE

100% Irnrmediste
Schedule F

100r% Irmmediate
1040% Irnrnediate
Schedule F

100%: Trmediate
100%: Immediate
100% Immediste
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Payroll Processing

Payroll Processing

Click on “Payroll

Processing” or “Special EFFECTIVE DATE DB/252005 i
Processing” to enter T Al - o
contributions. Enter T L AN &

PRYHINTE

If you have separate divisions select the correct division. Most plans will select “ALL.”

effective date of the
contribution.

Click insert loans box to add loan payment.

SEtﬂlI Pro:nsir_l-'

For Special Processing,
choose contribution
source from the drop
down menu.

EFFECTIVE DATE

Hi=U

| Raturny

DivisIONS

Clicking “Continue” will take you to the processing grid.
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Home Section:

Payroll Processing

Enter deferral
amounts for each
participant and
source in
appropriate box.
Press Continue. If
the loan box was
checked, select
loans and if there
are loans in the plan,
they will appear on
this screen.

Select the
Compensation tab to
enter payroll
Compensation and
hours worked.

If you would like a
printed summary of
your contributions
click on “Print
Summary”. Check for
accuracy. Hit the
submit to finalize the
transaction.
Remember to
forward your payroll
processing funding
to your plan’s
custodian.

Pazrall Prncessini

CONTRIBUTION LOAMN

PARTICIPANT

ADF

[0 652-33-5412 AARON, F
[0 352-62-4226 ADDOTT, R
[ 159-35-6642 ADAMS, R
[0 ram-63-5224 ALLEN, A
M 352-15-2224 AMES. G

Payroll Processing

COHMPENSATION

SALDEF

25000 |

lopn |

e

260,00

/300,00 |

MATCH

Imgroet
Caloulate Matd
Clwar AN

Drink Sumenary
Sava & Exit
Absnden
Subemit

CONTRIDUTION LOARM
PARTICIPANT
652-33-5412 AARDN, F
352-62-4226 ABBOTT, R
159-35-6642 ADAMS, R

Pa:rnll Processina

COMPENFATION

LOAN 1 LOAMN 2

LOAN 3

Import
| ClaarAll
Save b Exit
1 Abandon
| Subrit

CONTRIBUTION LEvAM

PARTICIPANT

652335412 AARON, F
A5Z-B2-4226 ABLOTT, R
L59-35-6642 ADAMS, #
148-63-5224 ALLEM, A
352-15-2234 AMES, G

SATIOM

HOLURS W2 GROSS PLAN

MATCHING

Import

-1EIJIJIJ |3251 I:II:I 32‘51 l]ﬂ ,325101] | IDD[I

IEIJ EIIJ | 2345

1auuu 'nudnu'num 221400 |
116000 | 1436.00

e -r-—

1436.00 |1435.00 | |0.00

|I:II31.'I e

Claar All
Save & Bt
Absndan
Submat
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Payroll Processing

Use Special Processing if
you need to process a
specific contribution
source such as rollovers,
profit sharing and catchup
contributions.

Check for accuracy and
hit “Submit”.

-10 -
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Profit Sharing

Use this screen to

automatically calculate Profit Sharing ®
profit sharing contributions
and allocated based on a EFFECTIVE DATE
participant’s compensation. | pwisios
Enter the total profit ESTER TGTAL BREF LY SRARISG
EERTEIAUTION ()

sharing contribution you
wish to divide among your m
participants

Clicking “Continue” will allow you to verify compensation listed for the participant is
correct. Edit if necessary.

Validate Compensation @
If your data is correct, EASTACIEANY S e
click “Submit”. Ol AAmGH, FRARKLIN 652-33-3412 foog i |clawia

i sanor, e ssaazaeom || |

O Anaxs; Ry 188- 356842 ;':'fi":' | |£M_

[0 ALLEN, ABIGAD. Tdh-83. 5274 :El_l!ﬂ |

[l AMES, GEDRGE AT AFRE oo

[0 AnDERSON, CASEY 650-90- 2023 |gh§‘_'

[l ARMETT, THOMAS A5TAT-2703 {o0g

[J  sewses Lesuiie As-d1-2123 )

[ mErren, ok SAT-BE AT ialn:ﬂ :

[] wooNew TamoTy. 55702418 009 _

[ meANDON, LOUISE 629-37-B55% fn ] j

[] UuCELEY, RAEHEL B55:8D.4123 -ia,a -1

-11 -
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Plan Reports

Clicking on “Reports”
allows you to view or print
plan reports.

Click a report description
to access a report.

- 12 -
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Setup Section:

View and edit your
company information.

Fields highlighted in bold-
face must be completed.

Use the tab key to move
between fields.

Click “Save” after editing
your data.

Joss

A !

|

=

H

- 13-
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Setup Section:

Divisions [
By clicking on “Divisions”; cosTaCT ?
i i [ administration Limin Jusnathan Donnel A04-558-124 tiww Divlaion
Vl_eYV_Create and edit [0 erodustion Frod Darued Farmanagton 409-555-1241 ol
divisions. g Sates Aokt ddams 408-555-4211
Division Information ]
Clicking on the Divisions i
will allow you to view and | P
edit division information. | L
|
|
BB {410 City Line demrue |
ADDRSL S { |
il |San Jose B |
A | Cafomia =) _
EEnod 95125 |
g | |
rax L ]
Franaoomi |
e Y | I
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Employees

By clicking on SELECT DIVISION [y &

“Employees” the LAST NAME ==

employee list is brought 55N

up. SORT BY [Name =

A search feature is built in

so that you may quickly :

Aaren, Franide 652335417 B¥1-254-2198 Aderin

locate an employee by 0 i e

last name or social [ Apceunt, Farlgibare 000-00-0000 Aderen

security number. o AdenEibes 1BIGHT MBI Taiee
O ptan, asianl 148-63-5224 650-171-4558  Gales
[ tmes, Geseny 352-15-2224 408.365-2595  Prod
O anderson, Cases B58.59-2123 £08-356-9754 Reod
[ pammen Thomss ITANIIE]  ESD-US4.0656 Admn
[ Brsen, Legilis 352-41-2223 ADB-574-5496 Adm

- 15 -

Ham Employes
Rakum
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Setup Section:

This screen shows the
employee’s personal data.

It is accessed by clicking
on the employees name
from the employee list.

Data can be changed and
updated by clicking in the
box next to the desired
field and typing in the
information.

Be sure to click the save
button at the bottom of the
page after making
changes!

By clicking on “Reset
Password” the
participant’s individual
password can be reset. It
is reset to the default of
the last four digits of their
social security number.

- 16 - Updated — 06.28.11
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Online 401K Plan Sponsor Guide
Setup Section:

By clicking on “New
Employee” (on the
employee list page) this
screen is brought up.

New employee info can
be entered here (required
fields are displayed in
bold-face). Be sure to hit
“save” at the bottom of
the screen after
information is entered.

Additional employee
information is entered by
choosing the “MORE" tab

- 17 - Updated — 06.28.11
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E-mail Section:

The E-mail system allows

Sponsor to receive Messages 2
messages from plan @] sarmn [ oan | o [ weea e
participants on the site Ol e VLIS KarryOrom G Jesnsfor K diY Lahipies
' ] ssed /IB/T005 George Ames 1 have intisted s distribution | o sreal
[ meslied BALB/I005 Dianaslle Hartford Grueshian sboul contvibutian bek |

To access messages click
the “E-mail” button.

Message will have status flag of either New, Read or Replied.

Af h ) View Message L
ter the message is A
. - L]
clicked on, it may be read. | o mm
User may either delete SR i
the message or reply to it sl FRsERESH
by using the buttons on BATE LR AL
the bottom of the page. ST Ean 1 tranater fusnbet
HELLALL Can 1 wwtiate & tramder?
Thanks,
Harry

All Employees ]

To send a message
choose a recipient on the
right hand side. Bulk et
mailing will send a
message to all employees.

L | dvmibar Inchustes, inc. 40 (K} Plan DT 00/01,1993 ! .

Type message and hit

“Send”. 1000 | charnctors remyasning

-18 -
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