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Simplified Contribution Platform User Guide

Introduction

This guide provides instructions for employers to submit retirement plan contributions to Fidelity
Investments through the online Simplified Contribution Platform (SCP). SCP enables you to set up,
fund, and submit participant contribution requests. Note: SCP is used for funding contributions only.
For all other enrollment, changes, terminations, or other transaction requests, refer to your employer’'s
or sponsor’s procedures.

New SCP Users

If you have never registered in SCP or received emails about the initial login email, follow these steps.

Step Action ‘

1 Open the Fidelity Plan Contact Information Form.

2 Fill in all required fields marked with an asterisk (*).

Fidelity Plan Contact Information Form

This form is intended to refresh contact information for plan contacts viho intend to process plan
contributions. As Fidelity makes upgrades to our contribution systems, vee vaant to knovr hovr to
reach you! If you have not already done so, please submit the form belove.

Plan Information
IPIln Humber * I

If you need help finding your Plan Humber, you can find it on your last inveice.

Division Code

3 Fidelity will contact you within one week to help you establish access.

Important: If your role changes, your successor needs to follow these steps to gain access to the
system. For your convenience, SCP allows multiple users from each employer to register and remit
contributions. Encourage your successor to register as soon as possible after joining the team.
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Logging into SCP

The initial set up email from SCP includes a temporary password and username. From there, you will
be prompted to log in and set up a new permanent password.

Diear Feret Lans,
You Fidelity lnvertments Samplified Contribution Platform sccount bas bemn areated by your sdminivtrator: SCF Admin Yowr usemame and tomposary panrword e below

Ulm uLanaIme

Temporey Pasrword: paarwopd

To log s with veur femporury pairword, sxvigaie |i horpn . comtrbutionzest spguaneboud com miteMugnin l'!.l.li'l'l'l

Youw will be piked 10 select 3 new paarword when yoa log in
1f you have any questions, please contact your sdmisistrator

Thask yoa,
Fidelity Inn Simplified Consribation Platfonn

oo maph b Pbl D e iy dggesn

Step Action

1 Click the login link in the email to open SCP and select your new password.

2 Click | Agree on the initial page.

Sarnmpified Contrition Plan (SCP) Tenrs and Conditions and User Agrsement ﬂ

Definitions

1 "LEensor or "FWE means Fidelly Workplaoe Services, LLC

2. “Bofware® means the SCP prooess management soffwie suile [toletiely
thee “Saffwan")

31 “Chenl” mears Bha clent af FWS wia has beersed The Sofaare om EWS 1o
manajs fs SCP pRoCestes ahd BUthones Cerim USErs bo B0ess [ Software on
5 bahanil

] LiSEr means. & uses, who i nol an employes. contacion, of subcontracior of
FWS of its aMilsates wid e aoShoiiled By Chenl 10 8C0ess the So%wane

= “Tems @ Condmons’ means the e and conctions. of Mis Uisel

The Sign in page appears.

3 Enter your username and password.
Note:
e Your username is typically your email address in lowercase letters.

e Copy and paste the temporary password from the setup email directly into the password
field.
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Step @ Action ‘

4 Click Sign In.

Forgol your password? SIGN IN

MNew User?

A page appears asking you to enter a new password and to confirm your new password.

5 Enter the new password in both fields then click submit.

Change Password
Fizase comgiate the Torm 1o change your paseword

Usernama
generic_divisional_user

Hew Password

Confirm New Password

EZ [

6 Store your password in a secure location where you can easily access it for future use.
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Resetting Your Password

If you forget your SCP password or need to reset your password, follow these steps.

Step @ Action

Log in to SCP.
On the initial page, click | Agree.

W N |-

On the Sign In page, click Forgot your password?

Forgol youl passwarg? SIGH IN

The Forgot Password page opens.

4 Enter your username.
Note: Your username is typically your email address in lowercase letters.

5 Click Send Email.

Forgot Password

LM i i

T LAt med e Teed Errall b e el be fee B
Fren mrmged pccirpun saacs mind eeS pras L sorowed Polios T bk

P L1 rrne! poe paanmed

Back 1o 5ign-n page

This action sends an email to your inbox.

Note: You should receive the email within a few minutes. If you do not receive it, check your
spam and junk folders.
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Step @ Action

6 After you receive the email, you will see a link included. Click the link.

From: no-reply-admin@appian.fidelity.com

Sent: Thursday, March 8, 20184:24 PM

To: joe.smith@abccompany.org

Subject: Fidelity s Simplified C ion Platform P

Dear Joe Smith,

We recently received a request to reset your password. If you would still like to reset your password, please follow the link below:

https://contribution.appiancloud.com/sute fforgotpassword/Ptoke n=|AQEAWMCECESVSYwYrkBOnsBIPNId G XK7 3luf-f2weK3LEcp QyXkftFrYiXQXU)] 0sLI8n3CYyKy2p e8gxev7asffHevdaepoAeNwnoxs1s9U384PZSYKSBM-
eztnPmxReAAtOHDRVstvAF3rGeBDcw1pN12jMAYhU499s 2xpdRPcgSBYKISQyzRo

This link expires in 15 minutes.
If you did not request for your password to be reset, please contact your administrator. Your password will not be reset unless you follow the above link and complete the password reset form.
Thank you,

Fidelity Investments Simplified Contribution Platform

A page to establish a new password appears.

Adding Bank Account Information

To add Bank Account Information, follow these steps.

1 Log in to SCP.
2 Click the My Organizations tab.

3 In the first column, click the Organization Identifier that corresponds with your
organization’s name and Plan number.

Note: This identifier appears under Division Name in the second column. If you have more
than one organization or plan, they each appear on this page, and you must return to this
page to create a contribution request for each.

* # & ]

MY REQUESTS Py - KT PLANS MY PARTICIPANTS HISTORY

Simplified Contrib

Q SEARCH ORGANIZATION ACTIVE A7 - CRGANIE

Organization identifier Division Name Plan Number Organization Active

DOo1 00001 Yes

A prompt to establish a bank account to use for funding your contributions appears.
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4 Click Yes. The Bank Account Details page appears.

Organization: ----

summary  Authorization Funding Related Actions

Missing Bank Account Details. Do you want to update it now?

Important: You must provide bank account details to submit contribution requests. If you
have more than one organization, you must include banking information for each. Allow up
to 10 business days for account validation.
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5 To add or edit bank account information, complete the fields marked with an asterisk (*).

* B & ™

MY REQUESTS = MY ORGANIZATIONS | MY PARTICIPANTS: HISTORY

Organization: -
summary  Authorization  Funding ABA Routing Number

Enter Organization's Bank Account Details

This account will be used to fund your organization’s contributions

An identifying number for the banking institution; restricted to 9
I digits/characters; the following diagram shows a routing number
Aacco.org on a check.

Organization Name
Check Samole-ilower left cormner)

PAY TOTHE
Bank Name * CRDER OF
Enter max 20 characters
Account Number * b
Srrerme At Aecoun mtber i 2ALEEPAA (DI S0 ki
D
Enter max 9 digits ABA Routing Number Routing Account Check
e Mumber  Mumber  Mumber

Note: The Name on Bank Account section is the name that appears at the top of your
check, not your personal name. Fidelity only needs the beginning of the name and as such
the field is restricted to 20 characters.

YOUR BUSINESS NAME HERE YOUR FINANCIAL 1001
PHONE NUMBER LIE CITY, STATE AND ZIP
ADDRESS LINE OO-6THE-0000
YOUR CITY. STATE 72345 DATE

01-21-2006 !
AMOUNT l

$1,230.00
3]
PAY ;
10 THE ;
ORDER §
00400 4 KDODOBTBALE L 23LSETEN |

After the validation period, your bank account information appears as a funding option in
your contribution requests. (See the Submitting Contribution Requests section.)

Updating Your Bank Funding Type

If you need to update or change your funding type, follow these steps.

Step Action ‘

1 Log into SCP.
2 Click the My Organizations tab.
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Step @ Action

3 In the first column, click the Organization Identifier that corresponds with your
organization’s name.
” * e L _.f - ‘ *_ & Simplified Contrib
MY REQUESTS WY DROANITATIONS MY FLANS: MY PARTICIPANTS HISTORY
Q SEARCH ORGANIZATION ACTIVE 40 - ORGANIT
Organization identifier Division Name Plan Mumber Organization Active
DO01 00001 ves
4 On the next page, click Setup & Manage Funding Type and enter your new funding type.

SETUP & MAMNAGE FUNDING TYPE

Submitting Contributions

When you submit retirement plan contributions through SCP, you create (or remit) a contribution
request.

Remitting Your First Contribution Request

To create your first contribution request, follow these steps.

! Important: If you have more than one organization, you must return to this page to create a
contribution request and add bank account information for each.

For plan sponsor use only.
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Step @ Action

1 Log into SCP.

On the home page, click the My Organizations tab.

2
3 In the first column, choose your organization.
4

Click Create Contribution Request.
Note: This triggers a prompt to establish your bank account if you have not already done so.

* i

MYREQUESTS | nYORGANIZATIONS | MYPIANS  MYPARTICIPANTS  HISTORY Simpified Contribition Platform ¢ i
.

Ofgan|zat|on: — I‘ CREATE CONTRIBUTION REQUEST || UPDATE BANK DETAILS |
1

m Authorizaton  Funding  Related Actions

Client 1D Client Name

123456 ABC Company Organization

Plan Name Plan Number

ABC Co. Org 00100

Plan Active Plan Has Division(s)?

Yes Mo

Organization Identifier Organization Name

Organization Address

49 NORTH 400 WEST, 6TH FLOOR
€40 SERVICE INSTALLATION GROUP
MAIL ZONE SLG6S

PROVO, Utah

Contribution Requests

Request Number Status Organization Identifier Plan Number Total Amaunt Last Modified i

Submitting Your Second Contribution Request

To create your second contribution request, follow these steps.

Step @ Action ‘

1 After you create your first contribution request and enter your bank account information for
each organization, return to the My Request page.
Note: When you log in to SCP, this page is the default and displays your new or saved
requests that are ready for processing.
* & i i e
MY REQUESTS MY ORGF\EIZATIONS MY PARTICIPANTS HISTORY SlmphﬁEd Contribution Platform ~ O ﬁ
Clear Filters B
Q SEARCH STATUS o~
Name A Status Er::?".l?r”o" Plan Number Total Amount Last Modified :L":f::?;: task
0 In Progress 7629 57163 $150.00 :UMS 43,2017,7-.01 No CR History
3452.57187-5 O  New 3482 57187 $20.00 ﬁ:‘gZB. 2017 6:59 sm?::szs hrs 44
0330-57218-6 QO  New 0330 57218 $10.00 2:? 232017 856 :1?::5 23hea 43
9
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2 In the Name column A above, click the request number of the second contribution you plan to
submit.

¢ The status defaults to Open (B above) and shows new or saved items. Other drop-down
options include New, Submitted, In Progress, and Void.

¢ Choose update contribution request box from the top right corner of the screen.

New Contribution Request: 45098-57163-35486 | UPDATE CONTRIBUTION ReQUEST |

Related Actions

e The request populates a Contributing Participant(s) page below showing information for
participants for whom you have submitted prior contributions.

Note: New participants since your last contribution will not be listed under Contributing

Participants (see the New Employees section of this guide).

3 At the top of the form, confirm the plan, organization, and contact information are up to date.

4 Confirm or update contribution details (A). If needed, remove the participant from the
contribution list.

v Contributing Participant(s)

First Name Last Name ssN A EE DEF AFTER.TAX ROTH ROTH A0k CATCHUp DL AFTER TAX s Total
Jack Johnson JOUG-XK- 0000 | $123.46 $0.00 $0.00 $0.00 $0.00 $123.45
Polly Pocket OOLA0- 1111 $12.00 $0.00 $0.00 $0.00 $0.00 $12.00
Elsa Elroy 00X 2222 $0.00 $133.00 $0.00 $0.00 $0.00 $133.00

Total $135.46 $133.00 $0.00 $0.00 $0.00 $268.46

5 Customize your view by adding or removing sources (B).

$133.00 %
$268.46 B

| ADD SOURCES || REMOVE SOURCES ]

A source is type of contribution, eg. employer match

For plan sponsor use only.
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Step @ Action

6

Expand the Other Participant(s) section (C) to view the eligible participants.

I)Other Participant(s) ] C

Funding Details
Select the check box next to the names to add them to the contribution request (if applicable),
and then click Add Participant.

v Other Participant(s)

Select participants) from the list below and click ‘Add Participant’ button to add them to the Contributing Participants) list Filter Criteria

ter details fi in ‘Other Part
Bt Name it hame i Ener details below ta filter record in ‘Other Participantis) list

First Name

Joe Smith XHXK-XX- 0000

Reflects participants with accounts as of 8/28/2018. If 3 new account needs to be established, refer to your plan rules or
contact your plan administrator

Important: For additional details about adding new employees, see the New Employee
section of this guide. For information about terminated employees and participant transfers,
see the Terminated Employees section.

Under Funding Details (D), select the method of funding the contributions. For more
information, see the Funding Options section of this guide.
Funding Details

Funding Type

I will work with my bank to Wire/ACH send the required funds to Fidelity . D

I willl work with my bank to Wire/ACH send the requined funds to Fi

I authorize Fidelity to withdraw the required funds from the account listed below

Select the contribution year (E).

Contribution Year *

2017 E
Select a contribution year to either current or pr

11
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9 When ready, click Save and Continue (F) at the bottom of the page.

vContributing Participant(s)

First Name Last Name SN A EE DEF AFTER.TAX ROTH ROTH 401(K) CATCH.UP ;";:R’g R TAX '["o‘:“;:;m“ Tatal Remove Participant
Jack Johnson XXX 0000 | $123.46 $0.00 0 $0.00 $0.00 $123.46 x
Polly Pocket YOG 1111 $12.0¢ 30,00 3000 $0.0 30.00 $1200 x
Eisa Eiroy 00X 2222 $0.00 $133.00 $0.00 $2.00 $0.00 $133.00

T $135.46 13 $0.00 $0.00 $0.00 $268.46 B

ApD sounces || remove sources

C A Source is type of Contribution. e.§ employer match
» Other Participant(s)
Funding Details
Funding Type

[ will work with my bank to Wire/ACH send the req

authorize Fidedity to withdraw the required funds

Contribution Year *
E

‘ RESET TO LAST SUBMITTED H EFUGIIGE | save AND CONTINU

10 | If the contribution page is correct, click Submit to complete the contribution request.

FEH PP P MR MPgeE T vy bebowr e Pl By cicking SuiiT

Pl Wasea Pl Wgwber
ABC00.0nz 00100
Sepasitatme Hare e g paen bt Frs
AJBC Compary Onganization G
Srend Terel hererans

.

o =

A New Contribution Request page appears.
* i 4 a i

MY REQUESTS MY ORGANIZATIONS MY PLANS MY PARTICIPANTS HISTORY

New Contribution Request: UASN-57887-1

11 | Click Update Contribution Request at the top right to confirm the details.

Simplified Contribution Platform 0 a

UFDATE CONTRIBUTION REQUEST |

You can set up automatic email reminders in SCP to coincide with your payroll cycle. See the
Setting Up Email Reminders section of this guide.

New Employees

To remit contributions for any new employees who have joined the plan since your last contribution,
you must enroll them through your normal enrollment process.

12
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Once enrollment is complete, new participant names appear in the Other Participant(s) section (C) on
the Contributing Participants page. For the steps to complete the Other Participant(s) section, see the
Submitting Your Second Contribution Request section procedure.

Terminating Employees

If an employee leaves employment, please complete your normal process for terminations. Thirteen
months after the employee’s termination date, they no longer appear in SCP on the Contributing
Participants page.

! Important: If a participant transfers, it is important to submit all contribution requests before
updating the division.

Funding Options

On the Contributing Participant(s) page, you may choose between two funding options:

» Work with my bank to Wire/ACH the required funds to Fidelity

» Authorize Fidelity to withdraw the required funds from your account

>Other Participant(s)

Funding Details
Funding Type

I | authorize Fidelity to withdraw the required funds from the account listed below -

Bank Name
Bank ABC

Account Number
XXXX0000
Routing Number
XOCXXX0000

Need to update your banking information? Save and close your request and navigate to you

rganiz to update

Contribution Year*

2018 -

| RESET TO LAST SUBMITTED H SAVE AND CLOSE | SAVE AND CONTINUE

Option 1: Authorize Fidelity to Withdraw the Required Funds from Your Account

The preferred funding option is to authorize Fidelity to withdraw required funds from your account,
using the information you provide on the Bank Account Information page.

This option has several advantages:
» This option has no fee.

» The correct amounts always post to participant accounts.

» You are assured efficient and easy funding.

13
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Option 2: Work with my Bank to Wire/ACH the Required Funds to Fidelity

The alternative funding option is to work with your bank to send a FedWire transfer or send the funds
via ACH (Automated Clearing House) to Fidelity. Use the following information and instructions to use
FedWire or ACH for your contribution to either Wells Fargo or Deutsche Bank based on your
preference. This option allows you to determine when and how much to send to Fidelity each time you
fund contributions.

Fidelity Banking Information (if using FedWire or ACH)

Bank Information Deutsche Bank Wells Fargo Bank

Bank Name Deutsche Bank Wells Fargo Bank

Bank Address 60 Wall Street 420 Montgomery Street
MS NYCO06-0501 San Francisco, CA 94104
New York, NY 10005

Bank ABA Number | 021001033 121000248

Account Number 00163002 4375693322

Account Name FPRS Depository Account FPRS Depository Account

Instructions

Method Instructions

ACH e The Beneficiary Reference/OBI (Originator to Beneficiary
Information) is Plan#####.

Important: Use the word Plan (not the plan name) followed
immediately by the five-digit plan number.

e Itis very important to provide correct bank and plan number
information to accurately identify contributions.

e If you use a payroll vendor; be sure to provide these
instructions.
FedWire | ¢ The Beneficiary Reference/Addenda is Plan###i#.

transfer Important: Use the word Plan (not the plan name) followed
immediately by the five-digit plan number.

e Enter this in the NACHA Record 6 in field 7.

Note: Field 7 is the Identification Number field and represents
characters 40 to 54 in Record 6.

e Your bank might apply a fee for FedWires.

e Itis very important to provide correct bank and plan number
information to accurately identify contributions.

e If you use a payroll vendor; be sure to provide these
instructions.

14
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Setting up Email Reminders

SCP offers email reminders that can help you remember to submit participant contribution requests.
You can set up email notification reminders on a time frame that you choose. It's important to continue
submitting contributions in a timely manner and these reminders can help.

Follow these steps to set up email reminder notifications.
Step  Action
1 Log in to SCP.
2 Click your profile icon on the top-right corner of the page and then click Profile.

Signed in as Joe Smith

& PROFILE ™ SIGN OUT

3 Click Configure Reminders.

UFDATE USER | CONFIGURE REMINDERS || MANAGE USER AUTHORITY

4 Set up a notification time frame to align with your payroll cycle.

e Choose whether the notifications should repeat weekly or monthly.
e Select a start date.

¢ Select a frequency and day of the week when they are sent.

SAVE DRAFT

Configure Reminder(s)

Add New
Repeats Starting
Weekly - 08/24/2017

Every

Repeat On
SUN MON TUE WED THU FRI SAT

Summary: Every week(s) on Thursday

5 After you fill in each field, click Add.

6 Click Done.

Important: Because notifications are sent through email, be sure to keep your email
address and other contact information up to date in the system.

15
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Additional Support

If you have a specific question and cannot locate the information within SCP, contact your Fidelity
Service Team at (800) 917-43609.

The current paper-based contribution process is being replaced by electronic submission through
SCP. After your organization is set up on SCP, paper submissions will be supported for a brief
transition period only (generally one or two payroll cycles). During this transition, processing paper
requests might take an additional business day because of the manual conversion to SCP.

Note: After the transition, paper submissions will no longer be accepted and checks will be returned to
you.

All screenshots are used for illustrative purposes only.
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