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A STEP-BY-STEP TUTORIAL THROUGH OUR

WEB CONTRIBUTION PROCESSING SYSTEM.



LOGIN 

Access to your Plan's web portal, including the system to process contributions via

the web, can be found at www.myplandata.com.

To gain access to your Plan's page, you will need to obtain a login and -password

from your Customer Service Representative (CSR). You can reach your CSR by

calling 877-484-4400, option 1. 

Once you have received your login credentials, you will enter the information into

the appropriate fields on www.myplandata.com. Be sure that you have the Sponsor

option selected and then hit the Login button. 



CONTRIBUTION PROCESSING

Once logged in, you will be directed to the Plan Summary page. 

To begin the contribution processing, rest on the Payroll tab at the top menu and

select the Data Validation Center option. 

Check the option to upload a file containing the payroll data and hit the Next

button. 

You will be taken to Pay Period page where you will select the payroll period that

applies to the file you are processing. 



CONTRIBUTION PROCESSING

Ensure that the appropriate payroll period is highlighted (yellow) before hitting

the Next button. 

The next page will allow you to confirm the format for the file and select the (Excel)

file from your computer to upload. 

 

Be sure that you also check the box that states  'Skip first record (Header Record)'

before hitting Next. 



CONTRIBUTION PROCESSING

Once the file has uploaded, review the totals (including the source breakdown) for

accuracy. If the totals are correct, select the Complete button. 

When you hit the Complete button, a pop-up will appear asking you to verify that

you have confirmed the totals before the payroll is submitted to ADMIN's system.

Check the box and hit continue. 

If you have found an error and need to go back from this point, you can hit the

Start Over button on the bottom left and repeat the previous steps. 



CONTRIBUTION PROCESSING

Once the payroll file has been submitted, you will receive a confirmation page

which will include a request ID.  Save this page/number for your records and click

Exit once you are finished. 



CONTRIBUTION PROCESSING

You can also access a video tutorial of the web contribution process  by clicking

on the Play button once you have entered the Data Validation Center screen. 

If you have any questions regarding a payroll that you have processed or if you

need assistance in processing a file on www.myplandata.com, please contact us

directly at 877-484-4400 (option 1) and we will be happy to assist you. 
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