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PLAN SPONSOR ACCESS

Easy Plan Management,
Available Anytime

Plan Sponsor Access from American Century Investments® makes managing
your organization’s retirement plan easier than ever.

Everything you need to stay on top of your plan and make contributions is
available anytime at americancentury.com.

Review this booklet to find out about the services available and how you can take
advantage of them. If you need help along the way, don't hesitate to call us.
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Summary

Participants

Review Plan Information Now

You need some information about the retirement plan you manage, and you
need it now. No need to worry. Plan Sponsor Access can help you quickly
view both your plan and individual participant information.

Use this tab to get basic information about your plan, including year-to-date
contributions and total plan assets.

* If you manage multiple plans, select the plan you want to view.

* Use the tabs across the page or the ‘| want to' list on the right for navigation.

Use this tab to view participant account information or add new participants.
View participants

* Enter a specific participant's Social Security number or Last Name and click
Retrieve Participants for the list of all participants.

* Click on the dropdown arrow next to the participant you wish to view such as
— Participant Information (update name, address or status)
— Account Activity (view recent transaction history)

- Change Investments (change how future contributions are allocated).
Adding new participants
* Select Add New Participant

* Enter all required fields (Name, Address, SSN, Birth Date, Employment Status,
Hire Date) then click Add Participant.

¢ Confirm the information and click Done.

e Click on the dropdown arrow next to the New Participant and Select Change
Investments to update future contribution allocations. Click Continue when
finished and Submit Change after verifying the future allocations.



Select your payroll
contribution type.

Make Contributions

Payroll Purchasing

Make secure and convenient contributions with the Payroll Purchasing feature.
Add a New Payroll

Add Participant criteria for new payroll.

Search for © Criteria
participants.
— Status of p:
Mak dits.
e youredis Al Active Census Only Disabled
Fund your Inactive Not Eligible Retired Suspended
payroll. Deceased Service Terminated
Verify and submit | — '
@ Jour changes Employee Compensation Group
Al Salaried NRA Other
Union Contractor N/A
— Frequency

Note:
Contribution
types will vary
by plan type.

@Al O Monthly O Quarterly

© Add/Remove Columns

Participant

Name Status [ _]Employee ID [ ]Employee Code [ ] Payroll Frequency

Compliance Testing

[JReplace Plan Hours

[[JReplace Anniversary Hours
[[]Add To Plan and Anniversary Hours

Additional ltems
[CJReplace Plan Years

[JReplace Anniversary Years

[[J Add To Plan and Anniversary Years

[JReplace Plan Salary
[[JReplace Limit Salary
[[]Add To Plan and Limit Salary

Employer Contribution and Employee Contribution

Employee Deferral
Employer Match
[[JRollover Contribution
[JRoth Elective Deferral
[CJRoth Rollover Into Plan
[JLoan Payment

Select the applicable
money types for your
contribution.

Eligible
Terminated

Select the appropriate
status of participants.

Hourly

Uncheck all boxes under
Compliance Testing and
Additional ltems.

* Choose the Payroll tab, then Add New Payroll and Manual.

* Under Criteria, select the appropriate participant statuses.

» De-select all Compliance Testing and Additional Items boxes that are checked.
* Check the contribution types used for your payroll. Options will vary by plan type.

* Click Continue.



Once your bank account
information is on file, quickly
create and transmit a
contribution list.

Make Contributions

Payroll Purchasing

Make secure and convenient contributions with the Payroll Purchasing feature.

Add a New Payroll

Search for Thi I to edit participant payroll contributions.
@ partlclpants, is page allows you to edit participant payroll contributions. lnd\Cate the paer” date
of your purchase.
@ Payrol Date: i Yo
Make your edits.
Payment Type: @ACH () Check Qwire (ON/A
Fund i
@ p:;mﬁ'our Add/Remove Columns Group / Sort: [ SSN v Fiter: [All V] Print Table
Verify and submit SSN Name Status Employee Deferral Employer Match Total
your changes.
[Jxoexx-0727 €3 John Doe Active $ $ $0.00
Verify your [Oxoexcor28 T2 Nancy Smith Active $ $ $0.00
purchases and
submit. [Oxoexco30 €3 Juan Vazquez Active $[ o000 s 009 $0.00
[Oxoexcora1 €3 Erika Roberts Active $ $ $0.00
[Dxoexx-o732 €2 Dave White Active $ $ $0.00
[Dxoexx-o73s T2 Ashley Walter Active $ $ $0.00
oexx-7845 ) Doug Mathis Active $[ o000 $[__ o000 $0.00
O 9 oo Save your purchase
Delete Selected | Add list to update or
Payroll Totals: $0.00 $0.00 $0.00 submit later.
Back Save and Continue Later Continue

* Choose the Payroll tab, then Add New Payroll and Manual.

Select participant and contribution type.

Enter the payroll date (which determines the tax year).

Enter email address to send a copy of the confirmation.

Click Submit to transmit the purchase.

Enter amount for each participant by money type. Click Continue or Save for Later.



Request Plan Reports

* Select Reporting in the header.

» Select Standard Reports for Contribution and Distribution Reports or
Employer Reports for full plan details.

* Select Request an Employer Report.

* Enter the appropriate to and from dates.

¢ Click Request Report.

¢ Choose the format to view the report (PDF, File Format or CSV).

Get Started

¢ Call us to get a User Name and Password. This is different from what you
may use for your My Account page with us.

* Log in with your User Name and Password at americancentury.com/info/psa.
At this time, you will choose your own password.

e Read and accept the Plan Sponsor Access terms and conditions.
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