
 1 Access to the PSC and PartnerLink may be limited or unavailable during periods of peak demand, market volatility, systems upgrades/
maintenance or other reasons. 

Great-West Retirement Services® (Great-West) has redesigned the way in which reports are 
accessed via the PSC and PartnerLink with the goal of providing a best-in-class experience 
for our plan sponsors, advisors and third-party administrators.1 This ongoing effort began 
with a focus on individual reports.

A MORE INTUITIVE INTERFACE
The Reports tab has been redesigned to make it easier to locate and identify the correct report(s) to meet your specific needs. The 
ability to Request Standard Reports or Manage My Reports is unchanged. We’ve added a “Most Frequently Used” category, and 
an option to Show All.

Select Request Standard Reports to view individual reports. Standard reports are organized into four key categories: 

 Assets and Investments Contributions
  Participant/Employee Data Distributions and Loans

Within each category, a list of reports and corresponding descriptions are shown, as well as convenient links to samples and overview 
documents. The overview provides a brief description, available formats, FAQs, data specifications, and output columns available in 
each format for every report. 

Select Manage My Reports to view the real-time status of all reporting requests that have been submitted. 

A CHOICE OF EXPORT OPTIONS
You have the ability to export reports into a variety of formats—including PDF and Microsoft® Excel and Word.

SECURITY
All new reports continue to enforce the plan and divisional-level security, allowing only users with access to view detail or summary data.

PLAN SERVICE CENTER (PSC) 
AND PARTNERLINK® REPORTS 

While these enhancements are 
specifically designed to make 
your reporting responsibilities 
easier, they’re also evidence of 
our commitment to strong 
partner relationships. You’ll 
continue to see enhancements 
and new solutions that will 
better equip you to meet the 
needs of your participants.
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PSC and PartnerLink® Reports
Click on a report below to access additional information.

ASSETS AND INVESTMENTS
Employer Stock Balancing Account
Trade Monitoring Detail 
Individual Participant Financial Transaction Detail
Individual Participant Balance and Transaction Summary
Participant Balance Detail
Participant Investment Elections Detail
Balance by Age Group and Asset Class
Asset Summary by Investment Option
Forfeiture/Unallocated Plan Asset Account Activity
Summary of Diversification by Asset Class and Investment
Participation by Asset Class and Investment Option
Plan Balance and Transaction Summary
Average Participant Balance by Age Group

PARTICIPANT/EMPLOYEE DATA
Participant Beneficiary Detail
Participant Data Extract
Targeted Participant Data Extract
Compliance Census File
Monthly Plan Activity
Participant Statistics by Age Group
Participant Website and Voice Response System Usage Summary
Participant Deposit Detail (Calendar Year-to-Date)

CONTRIBUTIONS
Plan Contribution Summary by Money Source
Participant Deposit Detail
Contribution Summary by Investment Option
Paycheck Contribution Rates by Age Group and Assets

DISTRIBUTIONS AND LOANS
Participant Loan Detail
Participant Involuntary Distribution Listing
Plan Disbursement Summary
Participant Disbursement Detail

1 Access to the participant website may be limited or unavailable during periods of peak demand, market volatility, 
systems upgrades/maintenance or other reasons.

Great-West Retirement Services® refers to products and services provided by Great-West Life & Annuity Insurance Company, 
FASCore, LLC (FASCore Administrators, LLC in California), Great-West Life & Annuity Insurance Company of New York, White Plains, 
New York, and their subsidiaries and affiliates. Great-West Life & Annuity Insurance Company is not licensed to conduct business 
in New York. Insurance products and related services are sold in New York by its subsidiary, Great-West Life & Annuity Insurance 
Company of New York. Other products and services may be sold in New York by FASCore, LLC. Great-West FinancialSM refers to 
products and services provided by Great-West Life & Annuity Insurance Company; Great-West Life & Annuity Insurance Company 
of New York, White Plains, New York; their subsidiaries and affiliates. The trademarks, logos, service marks, and design elements 
used are owned by Great-West Life & Annuity Insurance Company. All rights reserved. ©2012 Great-West Life & Annuity Insurance 
Company. . All rights reserved. ©2012 Great-West Life & Annuity Insurance Company.  PT 154266 (08/12)
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ASSETS AND INVESTMENTS

Employer Stock Balancing Account
This report provides stock shares and awaiting purchase amounts held in the employer stock balancing 
account. The stock balancing account facilitates the sale of fractional shares of stock.

SAMPLE

Detailed Report Description
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Trade Monitoring Detail
This report is designed to assist in monitoring trade activity for certain participants and/or certain funds over 
a specified date range. It is typically used to monitor employer stock transactions, but can also be used to 
monitor trade activity of participants who have been identified on our system as requiring Trade Monitoring 
or who currently have trading restrictions in place. The report provides details of both purchase and 
redemption transactions, including effective dates, share amounts, share prices and total share balances.

SAMPLE

Detailed Report Description
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Individual Participant Financial Transaction Detail
This report provides detail of all financial transactions that have occurred within a participant’s account over 
a specified date range. The report runs for one participant at a time, specified by the participant’s SSN. A 
row of data is provided for each transaction and includes detail on the transaction type, effective date, 
money source, investment option and amount, provided in both dollars and units. A summation of all activity, 
in dollars, is also provided.

SAMPLE
Detailed Report Description
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Individual Participant Balance and Transaction Summary
This report provides detail of financial transactions and balances by investment option and money source for 
a specified participant, identified by his/her SSN, and a specified date range. To obtain this information for 
all participants at once, you can run the Plan Balance and Transaction Summary report. 

SAMPLE

Detailed Report Description
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Participant Balance Detail
This report provides a detailed list of participant balances by investment option and/or money source as of a 
specified date. The report can be run for up to 30 specified participants at a time by entering their SSNs in 
the boxes provided, or simply leave all SSN List boxes as “NONE” to run the report against the entire plan. 
Filtering options allow the report to pull information on specific or all investment options, and also allow you 
to extract specific populations of participants based on employment status.

SAMPLE

Detailed Report Description
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Participant Investment Elections Detail
This report provides the current investment elections by money source for active participants in the plan, 
along with the effective date of the elections. The report can capture data on all money sources and 
investment options; however, up-front filters provide the ability to run against specific money sources, 
investment options and populations of active participants. The Excel output indicates which participants 
have defaulted elections and which participants have elected Asset Allocation Models.

For plans utilizing our Common Remitter services, vendor allocations are stored in our system as “investment 
elections,” so this report will provide current participant vendor allocations.

SAMPLE
Detailed Report Description
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Balance by Age Group and Asset Class
This report provides charts illustrating asset allocation by age group based on participant balances as of a 
specified date. The 10 age groups are as follows: Under 26; 26-33; 34-40; 41-48; 49-55; 56-58; 59-62; 63-65; 
Over 65; Unknown. For each age group, the report shows utilization of each Asset Class as a percentage of 
the group’s total balance, as well as a count of participants with balances in each age group. The “Unknown” 
age group captures participants with defaulted or invalid birth dates on our system. The report can be run 
by a specific division/subset, if applicable, or for the entire plan.

SAMPLE

Detailed Report Description
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Asset Summary by Investment Option
This report provides a listing of asset balances and participant counts for each investment option as of a 
selected quarter-end date in three categories: Employee Money Sources, Employer Money Sources and 
Total. The data can be requested by division, if applicable.

SAMPLE

Detailed Report Description
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Forfeiture/Unallocated Plan Asset Account Detail
This report generates Forfeiture and Unallocated Plan Asset balances by money source and investment 
option with an itemization of transactions occurring within these accounts for a specified date range. The 
report is available in three versions: Detail, Summary and Grand Total. For plans in which we store forfeiture 
balances/activity at a divisional level, the report provides data specific to each division.

SAMPLE
Detailed Report Description
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Summary of Diversification by Asset Class and Investment
To illustrate investment diversification, this report provides participant count and balance data based on the 
number of asset classes and investment options being utilized as of a specified date. The report first divides 
participants into categories based on how many Asset Classes their balances are spread across and provides 
total value, percentage of assets, and number of participants with balances for each category. It then 
provides the same data with regards to number of Investment Options being utilized.

SAMPLE

Detailed Report Description
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Participation by Asset Class and Investment Option
This report illustrates participant utilization of the plan’s available investment options as of a specified 
effective date. Included are graphs depicting participation by asset class in terms of cumulative account 
balance and a percentage of total assets. Information pertaining to the individual investment options within 
each asset class includes total balance, total shares, inception-to-date cost, percentages of assets, and a 
count of participants. Also included is a summation of the plan’s forfeiture account balance.

SAMPLE

Detailed Report Description
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Plan Balance and Transaction Summary
This report provides a summary of financial transactions and balances by investment option and money 
source at a plan and/or participant level for a specified date range. Filtering options provide the ability to 
extract data by specific money sources and investment options, as well as by individual divisions/subsets, as 
applicable. To extract this data for a specific participant only, please run the Individual Participant Balance 
and Transaction Summary report located in the Assets & Investments category.

SAMPLE

Detailed Report Description
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Average Participant Balance by Age Group
This report provides a bar graph illustrating average participant balances by age group as of a specified 
effective date. The 10 age groups are as follows: Under 26; 26-33; 34-40; 41-48; 49-55; 56-58; 59-62; 63-65; 
Over 65; Unknown. The “Unknown” age group consists of participants with defaulted or invalid birth dates 
on our system. Total balance amounts and participant counts for each age group are also provided.

SAMPLE

Detailed Report Description
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PARTICIPANT/EMPLOYEE DATA

Participant Beneficiary Detail
This report provides the current beneficiary information on file for each active participant in the plan. It can 
also be run to identify participants with no designated beneficiary, and there are options to include either 
participant or beneficiary address data for mailing purposes. 

SAMPLE

Detailed Report Description
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Participant Data Extract
This report provides a comprehensive list of both personal and account-related data by participant including 
address, employment, compensation, participation, asset, activity and vesting information. The data 
specification choices provide the ability to filter for particular attributes or specific populations of 
participants based on employment status and account balance. For plans with divisions, the report can be 
run against specific divisions.

SAMPLE
Detailed Report Description
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Targeted Participant Data Extract
This report’s filtering options allow for extraction of specific populations of participants based on various 
account and personal data, including participants with defaulted values due to missing/invalid data. The 
Data Specifications section below details the available options. When exported to Excel, mailing address 
information is included for targeted mailing efforts.

SAMPLE

Detailed Report Description
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Compliance Census File
This report provides data on personnel employed during a selected plan-year reporting period. It contains 
information on employee dates, hours, compensation, etc. It is used for compliance testing and 5500 
reporting.

SAMPLE
Detailed Report Description
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Monthly Plan Activity
This report provides a summary of plan- and participant-level activity for a selected month. Information in 
the following categories is provided:

1. Contributions (Plan-Level Data by Money Source and Investment Option)

2. Rollover Activity

3. Investment Election Changes

4. Distributions

5. Loans

6. Participants with First Contribution

7. Contributing Participants with Default Investment Elections

8. Transfers

9. Enrollment Notifications

Note: Current-month data is available, however, the report will only capture activity up through the prior 
business day.

SAMPLE

Detailed Report Description
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Participant Statistics by Age Group
This report divides participants into eight age groups and provides counts for a variety of categories 
pertaining to account status, eligibility and transaction activity over a specified date range. Each category 
includes a Total count as well as an “Unknown” group that captures participants with defaulted or invalid 
birth dates on our system. The age groups provided are as follows: 26-33; 34-40; 41-48; 49-55; 56-58; 59-62; 
63-65; Over 65.  For plans with divisions, the report can be run for specific divisions or globally for the entire 
plan.

SAMPLE

Detailed Report Description
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Participant Website and Voice Response System Usage Summary
This report generates a listing of participant inquiries and activity initiated through the participant website 
and the phone voice response system over a specified month-based reporting period. Counts of total logins 
and number of distinct users are provided, along with counts of the specific inquiry or update activity 
occurring within the time frame selected. Data for this report is provided in monthly increments only, and is 
limited to the previous 12-month period.

SAMPLE

Detailed Report Description
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CONTRIBUTIONS

Plan Contribution Summary by Money Source
This report provides information on all contribution remittances (Events) made to the plan for a specified 
date range. For each Event ID remitted, the report shows a money source breakdown of amounts allocated 
and confirmations of Effective Date, Received Date and Payroll Date. Plan Totals for the date range specified 
are also captured. Filtering options allow you to search for remittances based on either Payroll Date or 
Effective Date and also to extract data by specific money source(s).

For each Event ID captured, additional participant-level contribution detail can be obtained by clicking on 
the “View Detail” hyperlink. This drill-down functionality essentially creates a new Plan Contribution 
Summary by Money Source report for one Event ID, which includes participant contribution amounts by 
money source, subtotals for each money source, and a count of participants included on the Event ID.

SAMPLE

Detailed Report Description
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Participant Deposit Detail
This report provides detail of deposits to participant accounts for a specified date range. All deposits to 
participant accounts are captured, including contributions, rollovers, earnings, etc. Filtering options provide 
the ability to show amounts by money source or as overall totals and to extract deposit activity for select 
populations of participants with regards to age and year-to-date contribution amounts. The report also 
provides catch-up contribution information, as applicable. The Excel output provides participant address 
data for targeted mailing purposes.

SAMPLE

Detailed Report Description
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Contribution Summary by Investment Option
This report provides a summary of contributions to the plan by investment option for a specified date range. 
The data shows what percentages of contributions have been allocated to each investment option in three 
categories: Employee Contributions, Employer Contributions and Total Contributions.

Detailed Report Description

SAMPLE
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Paycheck Contribution Rates by Age Group and Assets
The data provided in this report with regards to paycheck contribution rates is twofold. The first section 
provides a bar graph illustrating the average paycheck contribution rates by age group. The nine age groups 
are as follows: Under 26; 26-33; 34-40; 41-48; 49-55; 56-58; 59-62; 63-65; 66 and Older. The second section 
provides Total Assets, Percentage of Assets, and Participant Counts by paycheck contribution rate for active 
employees with a balance. As applicable, the data is subtotaled by money source (Pre-Tax, After-Tax and 
Roth) and includes an overall average contribution rate for each money source. Lastly, the report captures 
asset balances and counts of terminated participants with a balance, as well as an overall Total Participant 
Balance and Count of Participants with a balance.

SAMPLE

Detailed Report Description



FOR PLAN SPONSOR USE ONLY. Not for use with plan participants.

Return to the  
Table of Contents

27

DISTRIBUTIONS AND LOANS

Participant Loan Detail
This report provides detail of all participant loan information for a specified date range, including loans 
issued/paid, loan attributes, payment history, current status and default information. Filtering options 
provide the ability to pull data based on current loan status and to isolate loans that are late and/or 
defaulted.

SAMPLE

Detailed Report Description



FOR PLAN SPONSOR USE ONLY. Not for use with plan participants.

Return to the  
Table of Contents

28

Participant Involuntary Distribution Listing
This report is used to identify and authorize the processing of involuntary distributions for terminated 
employees. It generates a listing of participants’ vested account balances by money source within a specified 
dollar range. The employment status parameter allows you to run the report against either All, Active or 
Terminated participants. Deceased participants and those with contributions after the Last Contribution 
Date are excluded from the report.

SAMPLE

Detailed Report Description
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Plan Disbursement Summary
This report provides a summary of participant disbursement activity for a specified date range by 
disbursement type, reason and investment option. Loan withdrawal activity is also included. When exported 
to PDF or Word format, the report includes either a bar graph or a pie chart illustrating disbursement activity 
by Reason or Method, respectively. Disbursement amount subtotals by investment option, method and 
reason are provided, as well as participant counts for each. To obtain disbursement data broken down by 
individual participant, please run the Participant Disbursement Detail report.

SAMPLE

Detailed Report Description
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Participant Disbursement Detail
This report provides participant-level detail on all disbursements occurring within a specified date range. 
Loan withdrawals are included in the data. The detail provided includes disbursement-related data, such as 
reason, type and taxation code, as well as financial detail, such as money sources, gross/net amounts, vested 
percentages, forfeited dollars, fees and tax withholdings. Up-front filtering options provide the ability to 
capture specific disbursement activity by taxation, method and employee age.

Detailed Report Description

SAMPLE
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Employer Stock Balancing Account

DESCRIPTION: 

This report provides stock shares and awaiting purchase amounts held in the employer stock balancing account. 
The stock balancing account facilitates the sale of fractional shares of stock.

AVAILABLE FORMATS:

•	 HTML (HyperText Markup Language) – common Internet document format

•	 TEXT – universal file type with limited formatting

FAQ

Q: Can I run this report to determine our plan’s stock balance?

A: This report reflects only the stock and cash balance of the employer stock balancing account, which exists 
solely to facilitate the sale of fractional stock shares. It does not provide the overall stock balance at the plan or 
participant level. To obtain the plan’s current stock balance, you can run either the Plan Balance and Transaction 
Summary or the Asset Summary by Investment Option report. 

DATA SPECIFICATIONS:

•	 Plan Number
•	 Frequency

OUTPUT COLUMNS:

Plan Number
Plan Name
Effective Date
Money Source
Money Source Description 
Investment ID and Name
Investment Period
Units
Balance
Total
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Trade Monitoring Detail

DESCRIPTION: 

This report is designed to assist in monitoring trade activity for certain participants and/or certain funds over 
a specified date range. It is typically used to monitor employer stock transactions, but can also be used to 
monitor trade activity of participants who have been identified on our system as requiring Trade Monitoring or 
who currently have trading restrictions in place. The report provides details of both purchase and redemption 
transactions, including effective dates, share amounts, share prices and total share balances.

AVAILABLE FORMATS:

•	 HTML (HyperText Markup Language) – common Internet document format

•	 TEXT – universal file type with limited formatting

FAQ

Q: How can I change the Trade Monitoring Indicator for one of my employees? 
 
A: Go to the Employees tab of the website and click on “Search Employee,” which will allow you to search for 
your specific employee by SSN, Last Name or Employee ID. Locate the employee and click into his/her account; 
this will bring you to the “General Info” tab of his/her account. From there, scroll down and click the blue button to 
“Add/Change Employment History.” Toward the bottom, you will see a Trade Monitoring Indicator with a drop-down 
option to add/change the indicator. Make your changes and remember to click Save.

DATA SPECIFICATIONS:

•	 Plan Number
•	 Division, if applicable
•	 Investment Option
•	 Trade Monitoring Indicator
•	 Frequency
•	 Begin Date
•	 End Date*
* The range of this report cannot extend beyond a 13-month time period.

OUTPUT COLUMNS:

SSN
SSN Extension
Participant Name
Trade Monitoring 
Transaction Date
Effective Date
Transaction Code
Transaction Shares
Share Price
Transaction Amount
Total Shares
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Individual Participant Financial Transaction Detail

DESCRIPTION:

This report provides detail of all financial transactions that have occurred within a participant’s account over a 
specified date range. The report runs for one participant at a time, specified by the participant’s SSN. A row of 
data is provided for each transaction and includes detail on the transaction type, effective date, money source, 
investment option and amount, provided in both dollars and units. A summation of all activity, in dollars, is also 
provided.

AVAILABLE FORMATS:

•	 Excel: Recommended for data sorting and formatting
•	 PDF: Recommended for viewing and printing formatted text and graphics
•	 Word: Alternate option for viewing and printing formatted text and graphics

DATA SPECIFICATIONS:

•	 Plan Number
•	 SSN
•	 Begin Date
•	 End Date

OUTPUT COLUMNS:

Begin Date
End Date
Plan Name
Plan Number
Participant Name
SSN
Activity
Deposit Type
Effective Date
Payroll Date
Investment Name
Money Source
Units
Unit Value
Amount
Fee/Adjust Amount
Total Activity
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Individual Participant Balance and Transaction Summary

DESCRIPTION:

This report provides detail of financial transactions and balances by investment option and money source for a specified 
participant, identified by his/her SSN, and a specified date range. To obtain this information for all participants at once, you 
can run the Plan Balance and Transaction Summary report.

AVAILABLE FORMATS:

•	 Excel: Recommended for data sorting and formatting. Additional columns of data are available in this format
•	 PDF: Recommended for viewing and printing formatted text and graphics
•	 Word: Alternate option for viewing and printing formatted text and graphics

FAQ

Q: I’ve noticed that balances on this report differ from balances on my Quarterly Plan Summary. Why is that? 
A: Balances reflected on this report may differ from your quarterly/annual statements due to retroactively processed 
transactions. This report will capture the most recent data available as of the date range specified, while your quarterly/
annual summary statements capture data as a “snapshot in time” on the day they are run and will never include 
retroactively dated transactions that are processed after the statement run date.

Q: Why is the completed fund change not reflecting on this report?
A: The data required for this report is typically compiled on our system prior to when investment option transfers for the 
day are processed and fully completed. If investment option transfers are not being captured in your results, it is most 
likely due to the timing of when the report was run. If you rerun the report at least one business day following the effective 
date of the investment option transfer(s), the transactions will be captured in the results.

DATA SPECIFICATIONS:

•	 Plan Number
•	 Division, if applicable
•	 Begin Date
•	 End Date
•	 Include Money Source (if req.) 
•	 Participant SSN
•	 Employee Identifier

OUTPUT COLUMNS:
EXCEL      PDF & WORD

Plan Number     Plan Number
Plan Name     Plan Name
Begin Date       Begin Date
End Date     End Date
Division Basis     SSN/SSN Extension
Division Value     Participant Name
Division Name     Money Source Code
SSN/SSN Extension    Money Source Description
Participant Name    Investment ID
Money Source Code    Beginning Balance
Money Source Description   Contributions
Investment ID     Transfers In
Investment Short Name    Reinvestments
Ticker Symbol     Loan Payments
Investment Name    Interest
Beginning Balance    Change in Value
Contributions     Fees
Transfers In     Loans
Reinvestments     Hardships
Loan Payments     Other Disbursements
Interest      Matured Certificates
Change in Value    Ending Balance
Fees
Loans
Hardships
Other Disbursements
Transfers Out
Matured Certificates
Ending Balance
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Participant Balance Detail
DESCRIPTION:

This report provides a detailed list of participant balances by investment option and/or money source as of a 
specified date.The report can be run for up to specified participants at a time by entering their SSNs in the boxes 
provided, or simply leave all SSN List boxes as “NONE” to run the report against the entire plan. Filtering options 
allow the report to pull information on specific or all investment options, and also allow you to extract specific 
populations of participants based on employment status.

AVAILABLE FORMATS:

•	 Excel: Recommended for data sorting and formatting. Additional columns of data are available in this format
•	 PDF: Recommended for viewing and printing formatted text and graphics
•	 Word: Alternate option for viewing and printing formatted text and graphics

FAQ

Q: How do I use the SSN List options?
A: If you want to run the report for one specific participant, enter his/her SSN in the SSN List 1 box. There are six 
available SSN List boxes and each allows you to enter a total of five SSNs, separated by commas, for a maximum of 
30 SSNs. To run the report for the entire plan, leave the SSN List boxes set to their default value of NONE.

Q: What is the Sarbanes Oxley Indicator option?
A: If you have identified participants on our system as requiring Sarbanes Oxley reporting (Trade Monitoring), 
you can run this report to capture just those participants.To identify/flag participants in this category, the Sarbanes 
Oxley Indicator on the PSC must be set to a “Y.” You may also select the option to display participants with a Sar-
banes Oxley Indicator and enter additional SSNs in the List boxes.

Q: Can I run this report for multiple plans?
A: If you have access to the “Cross Plan” category, you may run this report against some or all of the plan num-
bers to which you have been granted access. Please note that our system will automatically choose a divisional 
category, if applicable, for each plan as different plans may utilize varying division categories (e.g., Department, 
Agency, Division, etc.)

 DATA SPECIFICATIONS:

•	 Plan Number
•	 Associated Plans (Excluded/Included)
•	 SSN List 1
•	 SSN List 2
•	 SSN List 3
•	 SSN List 4
•	 SSN List 5
•	 SSN List 6
•	 Investment Options
•	 Balance by Money Source (Include/Exclude)
•	 Sarbanes Oxley Indicator
•	 Participant Selection

Options
1) All Participants with a Balance as of the Effective Date
2) Employed Participants with a Balance as of the Effective Date
3) Terminated from Employment with a Balance as of the Effective Date

•	 Participant Identifier
•	 Sort Order
•	 Frequency
•	 Effective Date

(Continued on next page).
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OUTPUT COLUMNS:

EXCEL      PDF & WORD
Plan Number     SSN
Plan Name     SSN Extension
Division Basis     First Name
Division Number    Last Name
Division Name     Age
SSN      Investment ID
SSN Extension     Investment Name
First Name     
Last Name     If requested by Money Source
Age       Money Source
Investment ID     
Investment Name    Balances
      Shares
If requested by Money Source   Inception-to-Date Cost

Money Source    Percent of Assets
     Total Balance

Balance
Shares
Inception-to-Date Cost
Percent of Assets
Total Balance
Birth Date
Hire Date
Termination Date
Ticker Symbol
Asset Model Description (if applicable)

If requested by Money Source 
Money Source Description

Participant Balance Detail (continued)
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Participant Investment Elections Detail

DESCRIPTION:

This report provides the current investment elections by money source for active participants in the plan, along 
with the effective date of the elections. The report can capture data on all money sources and investment 
options; however, up-front filters provide the ability to run against specific money sources, investment options 
and populations of active participants. The Excel output indicates which participants have defaulted elections and 
which participants have elected Asset Allocation Models.

For plans utilizing our Common Remitter services, vendor allocations are stored in our system as “investment 
elections,” so this report will provide current participant vendor allocations.

AVAILABLE FORMATS:

•	 Excel: Recommended for data sorting and formatting. Additional columns of data are available in this 
format

•	 PDF: Recommended for viewing and printing formatted text and graphics
•	 Word: Alternate option for viewing and printing formatted text and graphics

FAQ:

Q: Can I run this report for multiple plans?
A: If you have access to the “Cross Plan” category, you may run this report against some or all of the plan 
numbers to which you have been granted access. Please note that our system will automatically choose a 
divisional category, if applicable, for each plan as different plans may utilize varying division categories (e.g., 
 – Department, Agency, Division, etc.)

DATA SPECIFICATIONS:

•	 Plan Number
•	 Division, if applicable
•	 Participant Account Status

  Options:
1) All Active Participants
2) Active Participants with a Balance
3) Active Participants Awaiting First Deposit

•	 Money Source
•	 Investment Option/Provider ID
•	 Participant Identifier
•	 Sort Order
•	 Frequency

(Continued on next page).
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Participant Investment Elections Detail (continued)
OUTPUT COLUMNS: 
 
EXCEL      PDF & WORD

Plan Number     Plan Number
Plan Name     Plan Name
Account Status     Account Status
Employment Status    Employment Status
Division Basis     SSN
Division Value     SSN Extension
Division Name     Participant Name
Client Division Code    Account Status Sub-Code
SSN      Last Contribution Date 
SSN Extension     Money Source
Participant Name    Investment ID
Account Status Sub Code   Investment Name
Last Contribution Date    Percent Amount
Money Source     Effective Date
Investment ID
Investment Name
Percent Amount
Effective Date
Investment Default Indicator
  Percent
  Amount
Asset Allocation Number
Asset Allocation Name
Birth Date
Age
Hire Date
Gender
Marital Status
Pay Center Basis
Pay Center Value
Pay Center Name
Pay Center Code
First Name
Middle Name
Last Name
Mailing Name 1
Mailing Name 2
Mailing Name 3
First Line Mailing
Second Line Mailing
City
State
Zip Code
Country
Home Phone Area Code
Home Phone Number
Work Phone Area Code
Work Phone Number
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Balance by Age Group and Asset Class

DESCRIPTION:

This report provides charts illustrating asset allocation by age group based on participant balances as of a 
specified date. The 10 age groups are as follows: Under 26; 26-33; 34-40; 41-48; 49-55; 56-58; 59-62; 63-65; 
Over 65; Unknown. For each age group, the report shows utilization of each Asset Class as a percentage of the 
group’s total balance, as well as a count of participants with balances in each age group. The “Unknown” age 
group captures participants with defaulted or invalid birth dates on our system. The report can be run by a specific 
division/subset, if applicable, or for the entire plan.

AVAILABLE FORMATS:

•	 Excel: Recommended for data sorting and formatting. 
•	 PDF: Recommended for viewing and printing formatted text and graphics
•	 Word: Alternate option for viewing and printing formatted text and graphics

FAQ

Q: What do the numbers on this report represent and how are they used?
A: This report helps to illustrate investment diversification for participants in certain age groups with regards to 
which Asset Classes their balances are residing in as of the effective date selected. Specific investment option 
data is not provided here; however, the Participant Balance Detail report does provide participant balances by 
investment option and/or money source.

Q: Can I change the age groups listed on this report? 
A: The  age groups are predefined and cannot be changed.

DATA SPECIFICATIONS:

•	 Plan Number
•	 Division, if applicable
•	 Effective Date

OUTPUT COLUMNS:

EXCEL      PDF & WORD

Summary (shown with data only)  Summary (shown as pie charts)
Age Range (shown as subcategories)  Age Range (shown as subcategories)

Asset Class Name    Asset Class Name
Balance     Balance
Percent of Total     Percent of Total

Number of Participants with Balances  Number of Participants with Balances
Total      Total
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Asset Summary by Investment Option

DESCRIPTION:

This report provides a listing of asset balances and participant counts for each investment option as of a selected 
quarter-end date in three categories: Employee Money Sources, Employer Money Sources and Total. The data can 
be requested by division, if applicable.

AVAILABLE FORMATS:

•	 HTML (HyperText Markup Language) – common internet document format
•	 TEXT – universal file type with limited formatting

DATA SPECIFICATIONS:

•	 Plan Number
•	 Division, if applicable
•	 Statement End Date
•	 Frequency

OUTPUT COLUMNS:

Plan Number
Plan Name
Run Date/Time
As of Date (Quarter-End Date)
Investment Name

Employee Money Source(s)
Participant Count
Asset Balance
Percent of Assets

Employer Money Source(s)
Participant Count
Asset Balance
Percent of Assets

Total – All Money Sources
Participant Count
Asset Balance
Percent of Assets
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Forfeiture/Unallocated Plan Asset Account Detail

DESCRIPTION: 

This report generates Forfeiture and Unallocated Plan Asset balances by money source and investment option 
with an itemization of transactions occurring within these accounts for a specified date range. The report is avail-
able in three versions: Detail, Summary and Grand Total. For plans in which we store forfeiture balances/activity at 
a divisional level, the report provides data specific to each division.

AVAILABLE FORMATS:

•	 Excel: Recommended for data sorting and formatting
•	 PDF: Recommended for viewing and printing formatted text and graphics
•	 Word: Alternate option for viewing and printing formatted text and graphics

FAQ

Q: Why doesn’t my report display division information for total balances and transactions?
A: Plan-level forfeiture balances and activity will only display by division if your plan is set up with us to record-
keep forfeiture account information by division. However, division information will display as it relates to partici-
pant-level forfeiture activity, e. Participant John Doe from Division ABC forfeited $x.xx as a result of a withdrawal.

DATA SPECIFICATIONS:

•	 Plan Number
•	 Division, if applicable
•	 Begin Date
•	 End Date
•	 Report Type
•	 Sort Order

OUTPUT COLUMNS: 
 
DETAIL VERSION   SUMMARY VERSION   GRAND TOTAL VERSION

Forfeiture/UPA Activity   Forfeiture/UPA Activity   Forfeiture/UPA Activity
Event     Money Source    Division
Effective Date    Money Source Description  Amount
Payroll Date    Division     Shares/Units
SSN     Investment ID
SSN Extension    Investment Name
Participant Name   Amount
Money Source    Shares/Units
Money Source Description
Division 
Investment ID
Investment Name
Amount
Shares/Units
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Summary of Diversification by Asset Class and Investment

DESCRIPTION:

To illustrate investment diversification, this report provides participant count and balance data based on the number of asset 
classes and investment options being utilized as of a specified date. The report first divides participants into categories 
based on how many Asset Classes their balances are spread across and provides total value, percentage of assets, and 
number of participants with balances for each category. It then provides the same data with regards to number of Investment 
Options being utilized.

AVAILABLE FORMATS:

•	 Excel: Recommended for data sorting and formatting
•	 PDF: Recommended for viewing and printing formatted text and graphics
•	 Word: Alternate option for viewing and printing formatted text and graphics

DATA SPECIFICATIONS:

•	 Plan Number
•	 Division, if applicable
•	 Effective Date

OUTPUT COLUMNS:
EXCEL        PDF & WORD
Plan Number       Plan Number
Plan Name       Plan Name
Effective Date       Effective Date
Diversification by Asset Class Summary    Graph - Diversification by Number of Asset Classes

Division       Graph - Diversification by Number of Investments
Category       Diversification by Asset Class Summary
Value        Division
Percent of Assets      Category
Participants with Balances      Value
Average Number of Asset Classes per Participant  Percent of Assets

Diversification by Investment      Participants with Balances
 Division        Average Number of Asset Classes per Participant
 Category      Diversification by Investment
 Value        Division
 Percent of Assets      Category
 Participants with Balances     Value
 Average Number of Investments per Participant   Percent of Assets
         Participants with Balances
         Average Number of Asset Classes per Participant
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Participation by Asset Class and Investment Option

DESCRIPTION: 

This report illustrates participant utilization of the plan’s available investment options as of a specified effective 
date. Included are graphs depicting participation by asset class in terms of cumulative account balance and a 
percentage of total assets. Information pertaining to the individual investment options within each asset class 
includes total balance, total shares, inception-to-date cost, percentages of assets, and a count of participants. 
Also included is a summation of the plan’s forfeiture account balance.

AVAILABLE FORMATS:

•	 Excel: Recommended for data sorting and formatting. Additional columns of data are available in this 
format

•	 PDF: Recommended for viewing and printing formatted text and graphics
•	 Word: Alternate option for viewing and printing formatted text and graphics

FAQ

Q: Can I run this report for multiple plans?
A: If you have access to the “Cross Plan” category, you may run this report against some or all of the plan 
numbers to which you have been granted access. Please note that our system will automatically choose a 
divisional category, if applicable, for each plan as different plans may utilize varying division categories (e.g., – 
Department, Agency, Division, etc.)

DATA SPECIFICATIONS:

•	 Plan Number
•	 Division, if applicable
•	 Frequency
•	 Effective Date

OUTPUT COLUMNS:
EXCEL      PDF & WORD

Plan Number     Plan Number
Plan Name     Plan Name
Effective Date     Effective Date 
Division Basis     Bar Chart: Participation by Asset Class – Investment Value
Division Value     Pie Chart: Participation by Asset Class – Percent of Assets
Division Name     Division (Basis, Value, Name)
Asset Class     Asset Class
Investment ID     Investment ID
Investment Name    Investment Name
Balance     Balance
Shares      Shares
Unit/Share Value    Unit/Share Value
Inception-to-Date Cost    Inception-to-Date Cost
Percent of Assets    Percent of Assets
Participants (Count)    Participants (Count)
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Plan Balance and Transaction Summary

DESCRIPTION:

This report provides a summary of financial transactions and balances by investment option and money source at a plan 
and/or participant level for a specified date range. Filtering options provide the ability to extract data by specific money 
sources and investment options, as well as by individual divisions/subsets, as applicable. To extract this data for a specific 
participant only, please run the Individual Participant Balance and Transaction Summary report, located in the Assets & 
Investments category.

AVAILABLE FORMATS:

•	 Excel: Recommended for data sorting and formatting. Additional columns of data are available in this format
•	 PDF: Recommended for viewing and printing formatted text and graphics
•	 Word: Alternate option for viewing and printing formatted text and graphics

FAQ

Q: I’ve noticed that balances on this report differ from balances on my Quarterly Plan Summary. Why is that? 
 
A: Balances reflected on this report may differ from your quarterly/annual statements due to retroactively processed 
transactions.This report will capture the most recent data available as of the date range specified, while your quarterly/
annual summary statements capture data as a “snapshot in time” on the day they are run and will never include 
retroactively dated transactions that are processed after the statement run date.

Q: Why is the completed fund change not reflecting on this report?
A: The data required for this report is typically compiled on our system prior to when investment option transfers for the 
day are processed and fully completed. If investment option transfers are not being captured in your results, it is most-
likely due to the timing of when the report was run. If you re-run the report at least one business day following the effective 
date of the investment option transfer(s), the transactions will be captured in the results.

DATA SPECIFICATIONS:

•	 Plan Number
•	 Division, if applicable
•	 Begin Date
•	 End Date
•	 Include Money Source (option) 
•	 Plan or Participant Detail (option) 
•	 Employee Identifier
•	 Sort Order

OUTPUT COLUMNS:
EXCEL      PDF & WORD
Participant Detail    Participant Detail
Plan Number     Plan Number
Plan Name     Plan Name
Begin Date     Begin Date
End Date     End Date
Division Basis     Beginning Balance
Division Value     Contributions
Division Name     Transfers In
SSN/SSN Extension    Reinvestments

(Continued on next page).
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Participant Name    Loan Payments
      Interest
If Requested by Money Source:   Change in Value

Money Source Code   Fees
Money Source Description  Loans

      Hardships
Investment ID     Other Disbursements
Investment Short Name    Transfers Out
Ticker Symbol     Matured Certificates
Investment Name    Ending Balance
Beginning Balance    
Contributions     If Requested by Money Source:  
Transfers In      Money Source Code
Reinvestments      Money Source Description
Loan Payments      Subtotals by Money Source
Interest
Change in Value
Fees
Loans
Hardships
Other Disbursements
Transfers Out
Matured Certificates
Ending Balance  

Plan Detail     Plan Detail
Plan Number     Plan Number
Plan Name     Plan Name
Begin Date     Begin Date
End Date     End Date
Division Basis     Investment ID
Division Value     Beginning Balance
Division Name     Contributions
      Transfers In
If Requested by Money Source:   Reinvestments

Money Source Code   Loan Payments
Money Source Description  Interest
     Change in Value

Investment ID     Fees
Investment Short Name    Loans
Ticker Symbol     Hardships
Investment Name    Other Disbursements
Beginning Balance    Transfers Out
Contributions     Matured Certificates
Transfers In     Ending Balance
Reinvestments     
Loan Payments     If Requested by Money Source:
Interest       Money Source Code
Change in Value     Money Source Description
Fees       Subtotals by Money Source
Loans
Hardships
Other Disbursements
Transfers Out
Matured Certificates
Ending Balance

Plan Balance and Transaction Summary (continued)
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Average Participant Balance by Age Group

DESCRIPTION:

This report provides a bar graph illustrating average participant balances by age group as of a specified effective 
date.The 10 age groups are as follows: Under 26; 26-33; 34-40; 41-48; 49-55; 56-58; 59-62; 63-65; Over 65; Un-
known. The “Unknown” age group consists of participants with defaulted or invalid birth dates on our system. Total 
balance amounts and participant counts for each age group are also provided.

AVAILABLE FORMATS:

•	 Excel: Recommended for data sorting and formatting
•	 PDF: Recommended for viewing and printing formatted text and graphics
•	 Word: Alternate option for viewing and printing formatted text and graphics

FAQ

Q: Can I run this report for multiple plans? 

A: If you have access to the “Cross Plan” category, you may run this report against some or all of the plan 
numbers to which you have been granted access. Please note that our system will automatically choose a 
divisional category, if applicable, for each plan as different plans may utilize varying division categories (e.g., 
Department, Agency, Division, etc.)

DATA SPECIFICATIONS:

•	 Plan Number
•	 Division, if applicable
•	 Effective Date

OUTPUT COLUMNS:

EXCEL      PDF & WORD

Plan Number     Plan Number
Plan Name     Plan Name  
Effective Date     Effective Date
Division      Bar Graph: Average Participant Balances by Age Group
Age Group     Division
Participants with Balances   Age Group
Total Balance     Participants with Balances
Average Balance    Total Balance

Average Balance
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Participant Beneficiary Detail

DESCRIPTION:

This report provides the current beneficiary information on file for each active participant in the plan. It can also 
be run to identify participants with no designated beneficiary, and there are options to include either participant or 
beneficiary address data for mailing purposes. 

Please note that this report will only provide results for plans that are using our Beneficiary Recordkeep-
ing Services.

AVAILABLE FORMATS:

•	 Excel: Recommended for data sorting and formatting. Additional columns of data are available in this format
•	 PDF: Recommended for viewing and printing formatted text and graphics
•	 Word: Alternate option for viewing and printing formatted text and graphics

FAQs:

Q: Can I run this report for multiple plans?
A: If you have access to the “Cross Plan” category, you may run this report against some or all of the plan num-
bers to which you have been granted access. Please note that our system will automatically choose a divisional 
category, if applicable, for each plan as different plans may utilize varying division categories (i.e. – Department, 
Agency, Division, etc).

DATA SPECIFICATIONS:

•	 Plan Number
•	 Division, if applicable
•	 Participant Account Status
•	 Include Beneficiary Data?
•	 Beneficiary Status (If applicable)
•	 Address Display Option
•	 Participant Identifier
•	 Sort Order

OUTPUT COLUMNS:

EXCEL      PDF & WORD

Plan Number     Plan Number
Plan Name     Plan Name
Participant Account Status   Participant Account Status
Beneficiary Display Option   Beneficiary Display Option
Beneficiary Detail Option   Beneficiary Detail Option
Participants with Beneficiary   Participants with Beneficiary
Participants Without Beneficiary   Participants Without Beneficiary
Division Basis     Employee ID
Division Number    Participant Name
Division Name     Account Status Sub- Code

(Continued on next page).



FOR PLAN SPONSOR USE ONLY. Not for use with plan participants.

Return to the  
Table of Contents

48

Client Division Code    Employment Status
Individual ID     Age
Employee ID     Marital Status
Participant Name    Effective Date
Account Status Sub Code   Beneficiary Social Security Number
Employment Status    Beneficiary Name
Age      Beneficiary Relationship
Marital Status     Percent
Effective Date     Beneficiary Type
Beneficiary Social Security Number
Beneficiary Name
Beneficiary Relationship
Percent
Beneficiary Type
Beneficiary Type Description
Birth Date
Death Date
Hire Date
Terminated Date
Gender
Pay Center Basis
Pay Center Number
Pay Center Name
Pay Center Client Division Code
Participant Mailing Name 1
Participant Mailing Name 2
Participant Mailing Name 3
Participant Address 1
Participant Address 2
Participant City
Participant State
Participant Zip Code
Participant Country
Participant Email Address 
Participant Home Area Code
Participant Home Phone
Participant Work Area Code
Participant Work Phone
Beneficiary Mailing Name 1
Beneficiary Mailing Name 2
Beneficiary Mailing Name 3
Beneficiary Address 1 
Beneficiary Address 2
Beneficiary City
Beneficiary State
Beneficiary Zip Code
Beneficiary County

Participant Beneficiary Detail (continued)
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Participant Data Extract

DESCRIPTION:

This report provides a comprehensive list of both personal and account-related data by participant, including address, 
employment, compensation, participation, asset, activity and vesting information. The data specification choices provide 
the ability to filter for particular attributes or specific populations of participants based on employment status and account 
balance. For plans with divisions, the report can be run against specific divisions.

AVAILABLE FORMATS:

•	 Excel: Recommended for data sorting and formatting. 

FAQ’s

Q: Why are some of my participants not showing up in the results? 
A: If the report was run against a specific division, please verify the division that your missing participants are assigned to 
on our system and the effective date of when the division information was entered. Also, participants who are entered into 
our system with no division value typically will be assigned to a default division number (D999) until their data is updated 
accordingly. For example, if the report is run against Division 1, participants lacking a division or assigned to a default divi-
sion will be excluded from the results. To receive global results, click “Yes” at the Ignore Division option when ordering.

DATA SPECIFICATIONS:

•	 Plan Number
•	 Division, if applicable
•	 Effective Date
•	 Address Information
•	 Employment Information
•	 Asset Information
•	 Vesting Information
•	 Loan Information
•	 Compensation Information
•	 Participant Data

Options:

1) Participants with or without a balance
2) Participants with a balance; active and terminated employment
3) Participants with or without a balance and active employment
4) Participants with a balance and terminated employment 

Note: This report cannot capture participants who are terminated and have no balance.

(Continued on next page).
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OUTPUT COLUMNS:

A complete list of all available columns is provided below; however, please click on the below link to view a guide 
that details which columns are dependent upon the options selected when ordering, and also whether the data 
provided is as of the Effective Date selected or as of  the Current Date.

Participant Data Extract Guide

AVAILABLE OUTPUT COLUMNS   

Report Date
Plan Name
Plan Number
SSN
SSN Extension 
SSN Extension Reason
Individual ID
Last Name
First Name
Birth Date
Default Birth Date Indicator
Death Date
Age
Gender
Marital Status
Language Code
Payroll Center
Payroll Center Name
Division Number
Division Name
Balance Effective Date
Employee Balance
Employer Balance
AFT Balance
Roth Balance
Total Balance
Vested Balance
Participant Service Code
Participant Service Sub-Code
Plan Entry Date
Eligibility Indicator
Service Years
Credited Hours YTD
Total Compensation YTD
Plan Compensation YTD
S-125 Compensation YTD
Salary Amount
Salary Amount Qualifier
Salary Effective Date

Hire Date
Rehire Date
Termination Date
Termination Date – Date Entered
Pre-Tax Paycheck Contribution Percent
Pre-Tax Paycheck Contribution Amount
After-Tax Paycheck Contribution Percent
After-Tax Paycheck Contribution Amount
Age 50 Catch-Up Pre-Tax Paycheck Contribution Percent
Age 50 Catch-Up Pre-Tax Paycheck Contribution Amount
Roth Paycheck Contribution Percent
Roth Paycheck Contribution Amount
Age 50 Catch-Up Roth Paycheck Contribution Percent
Age 50 Catch-Up Roth Paycheck Contribution Amount
Active Investment Options
Default Investment Indicator
Active Investments
Stock Balance
Self-Directed Brokerage Balance
Number of Loans
Loan Balance
Transfers in Last 6 months
Last Contribution Date
Regular Employee Contributions YTD
Regular Employer Contributions YTD
VRU Usage in Last Six Months
Web Usage in Last Six Months
Mailing Name 1
Mailing Name 2
Mailing Name 3
1st Line Address
2nd Line Address
City
State
Zip Code
Country
Mail Hold Date
Address Default Indicator
Email Address
Home Phone Number

Participant Data Extract (continued)

https://plan.retirementpartner.com/pages/kwpe_layout.pdf
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Targeted Participant Data Extract

DESCRIPTION:

This report’s filtering options allow for extraction of specific populations of participants based on various 
account and personal data, including participants with defaulted values due to missing/invalid data. The Data 
Specifications section below details the available options. When exported to Excel, mailing address information is 
included for targeted mailing efforts.

AVAILABLE FORMATS:

•	 Excel: Recommended for data sorting and formatting. Additional columns of data are available in this 
format

•	 PDF: Recommended for viewing and printing formatted text and graphics
•	 Word: Alternate option for viewing and printing formatted text and graphics

FAQ

Q: How is default data indicated on the report?
A: Defaulted birth date, hire date, and address fields are indicated by an asterisk (*). Defaulted allocation 
information is listed in the “Default Investment” column. For participants defaulted into a single investment option, 
the ticker symbol of the investment option is populated. For participants defaulted into more than one investment 
option, the word “Multiple” is populated. If participants are defaulted into our Managed Accounts services, the 
word “Manageacct” is populated.

Q: How do I know if a participant is defaulted into our plan’s default investment option(s)? 
A: When the report is run to capture participants with default allocation information, a listing of the plan’s current 
default investment option(s) is provided at the end of the report.

Q: What is meant by the “Rule Criteria” regarding my plan’s default investment option(s)?
A: This refers to the criteria used, if any, to determine which investment option a participant should be defaulted 
into should she/he fail to make a positive election. Common examples of criteria rules are Birth Date, Age and 
Managed Accounts.

Q: Can I run this report for multiple plans?
A: If you have access to the “Cross Plan” category, you may run this report against some or all of the plan 
numbers to which you have been granted access. Please note that our system will automatically choose a 
divisional category, if applicable, for each plan as different plans may utilize varying division categories (e.g., 
Department, Agency, Division, etc.)

 
DATA SPECIFICATIONS:

•	 Plan Number
•	 Division, if applicable
•	 Participant Account Status

Options
1) All Active Participants
2) Active Participants Awaiting First Deposit
3) Active Participants with a Balance
4) All Participants
5) Terminated Participants Only

(Continued on next page).
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•	 Participant Employment
Options

1) Currently Employed
2) Terminated from Employment 
3) All Participants Regardless of Employment

•	 Specified Age
•	 Age as of Date
•	 Mail Hold Indicator

Options
1) Participants with a Mail Hold Date
2) Participants Without a Mail Hold Date
3) All Participants Regardless of Mail Hold Date

•	 Contribution Days
Options

1) Include All Participants Regardless of Contribution Days
2) Include Only Participants with No Contributions in the Past:

a) 30 Days
b) 60 Days
c) 90 Days
d) 180 Days
e) 12 Months
f) 18 Months

•	 Ownership
Options

1) All Accounts
2) Normal Participant Accounts
3) QDRO Accounts
4) Takeover Accounts

•	 Default Indicator
Options

1) Defaulted Birth Date
2) Defaulted Hire Date
3) Defaulted Address
4) Defaulted Allocation
5) All Default Information
6) No Default Information

•	 Allocation Indicator
Options

1) Exclude Participants with No Allocations
2) Include All Regardless of Allocations

•	 Participant Identifier
•	 Sort Order
•	 Frequency

Targeted Participant Data Extract (continued)

(Continued on next page).
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OUTPUT COLUMNS: 
EXCEL      PDF & WORD
Plan Number     Plan Number
Plan Name     Plan Name
Account Status     Account Status
Employment Status    Employment Status
Default Information    Default Information
Plan Number     Employee ID
Plan Name     SSN Extension
Division Basis     Participant Name
Division Value     Account Status
Division Name     Account Status Sub-Code
Client Division Code    Birth Date
SSN      Age
SSN Extension     Hire Date
Account Status     Gender
Account Status Sub-Code   Marital Status
Birth Date     Default Status
Default DOB     Default Investment
Age      Plan’s Current Default Allocations
Hire Date
Default DOH
Gender
Marital Status
Default Address
Default Investment
Pay Center Basis
Pay Center Value
Pay Center Name
Pay Center Code
First Name
Middle Name
Last Name
Mailing Name 1
Mailing Name 2
Mailing Name 3
First Line Mailing
Second Line Mailing
City
State
Zip Code
Country
Home Phone Area Code
Home Phone Number
Work Phone Area Code
Work Phone Number
Plan’s Current Default Allocations
Plan Number
Investment
Description
Rule Criteria
Effective Date
Percent
Range Low
Range High
QDIA Indicator

Targeted Participant Data Extract (continued)
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Compliance Census File

DESCRIPTION:

This report provides data on personnel employed during a selected plan-year reporting period. It contains 
information on employee dates, hours, compensation, etc. It is used for compliance testing and 5500 reporting.

AVAILABLE FORMAT:

•	 Text: Allows for editing or exporting to a spreadsheet

FAQ

Q: Who should be included on the census file?
A: Census data should be provided for everyone employed during the plan year regardless of their length of 
employment or whether or not the specific individuals elected to participate in the plan. If you are a member 
of a controlled or affiliated service group of employers, please provide census data for the employees of each 
employer and indicate which employees are excluded from the plan in the employee status column with an “E.” 
 
Q: How do I make updates to the file?

A: The file can be opened and manipulated using Microsoft Excel. Prior to uploading the file, ensure the file is 
resaved in a .txt format.

Q: What is pre-entry compensation?
A: Pre-entry compensation is the compensation earned prior to an employee becoming eligible for entry into the 
plan during the current plan year. The compensation earned from the later of the date of hire or beginning of the 
plan year to the employee’s entry date is considered pre-entry compensation.

DATA SPECIFICATIONS:

•	 Plan Number
•	 Plan Year Begin Date 
•	 Plan Year End Date 

OUTPUT COLUMNS: 
 
Column A: Employee Name 
Column B: Employee Status 
Column C: SSN 
Column D: Date of Birth 
Column E: Hours Worked 
Column F: Original Date of Hire 
Column G: Date of Termination 
Column H: Date of Rehire 
Column I: Pre-Entry Compensation 
Column J: Plan Compensation 
Column K: Total Compensation 
Column L: Prior 12 Months’ Compensation 
Column M: Employee Paycheck Contributions 
Column N: Employer Matching Contributions 
Column O: Employee After-Tax Contributions 
Column P: Employer Non-Elective Contributions 
Column Q: Employee Roth Contributions 
Column R: Officer Status
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Monthly Plan Activity

DESCRIPTION: 

This report provides a summary of plan- and participant-level activity for a selected month. Information in the 
following categories is provided:

1) Contributions (Plan-Level Data by Money Source and Investment Option)
2) Rollover Activity
3) Investment Election Changes
4) Distributions
5) Loans
6) Participants with First Contribution
7) Contributing Participants with Default Investment Elections
8) Transfers
9) Enrollment Notifications

Note: Current month data is available, however, the report will only capture activity up through the prior business 
day.

AVAILABLE FORMATS:

•	 Excel: Recommended for data sorting and formatting.
•	 PDF: Recommended for viewing and printing formatted text and graphics
•	 Word: Alternate option for viewing and printing formatted text and graphics

FAQ

Q: Do I have to enter the last business date of the month as my Process Date?
A: No. For your convenience, the report is designed so that you can enter any date of the month for which you’d 
like to pull this data. For example, entering 8/14 or 8/31 will yield the same August report.

DATA SPECIFICATIONS:

•	 Plan Number
•	 Division, if applicable
•	 Employee Identifier
•	 Frequency
•	 Process Date

OUTPUT COLUMNS
 Contributions

  Division
  Division Name
  Payroll Date
  Effective Date
  Received Date
  Event ID
  Money Source Code
  Money Source
  Investment ID
  Investment Name
  Amount
  Participant Count

(Continued on next page).
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Rollover Activity:

  Division
  Division Name
  Participant Name
  SSN
  SSN Extension
  Effective Date
  Amount

 Investment Election Changes:
  Division
  Division Name
  Participant Name
  SSN
  SSN Extension
  Effective Date
  Entry Source (Web, Phone, etc.)

 Distributions:
  Division
  Division Name
  Participant Name
  SSN
  SSN Extension
  Effective Date
  Disbursement Method
  Tax Disbursement Reason

 Loans:
  Division
  Division Name
  Participant Name
  SSN
  SSN Extension
  Effective Date
  Type (General or Residential)
  Loan Number
  Amount

 Participants with First Contribution:
  Division
  Division Name
  Participant Name
  SSN
  SSN Extension
  First Contribution Date
  Status

 Contributing Participants with Default Investment Elections:
  Division
  Division Name
  Participant Name
  SSN
  SSN Extension

 Transfers:
  Division
  Division Name
  Participant Name
  SSN
  SSN Extension
  Effective Date
  Transfer Source
  Transfer Type

 Enrollment Notifications:
  Division
  Division Name
  Participant Name
  SSN
  SSN Extension
  Notification Date

Monthly Plan Activity (continued)
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Participant Statistics by Age Group
DESCRIPTION:

This report divides participants into nine age groups and provides counts for a variety of categories pertaining to 
account status, eligibility and transaction activity over a specified date range. Each category includes a Total count 
as well as an “Unknown” group that captures participants with defaulted or invalid birth dates on our system. The 
age groups provided are as follows: 26-33; 34-40; 41-48; 49-55; 56-58; 59-62; 63-65; Over 65.  For plans with 
divisions, the report can be run for specific divisions or globally for the entire plan.

AVAILABLE FORMATS:

•	 Excel: Recommended for data sorting and formatting.
•	 PDF: Recommended for viewing and printing formatted text and graphics
•	 Word: Alternate option for viewing and printing formatted text and graphics

FAQ
Q: Can I run this report for multiple plans?
A: If you have access to the “Cross Plan” category, you may run this report against some or all of the plan num-
bers to which you have been granted access. Please note that our system will automatically choose a divisional 
category, if applicable, for each plan as different plans may utilize varying division categories (e.g., Department, 
Agency, Division, etc.)

DATA SPECIFICATIONS:
•	 Plan Number
•	 Division, if applicable
•	 Frequency
•	 Begin Date
•	 End Date

CATEGORIES:
Counts as of the End Date Selected:

•	 Total Eligible Participants*
•	 Ineligible/Never Eligible Participants*
•	 Active Participants with a Balance
•	 Terminated from Employment with a Balance
•	 Outstanding Loan(s)

Counts for the Date Range Selected:
•	 Participants with a Balance
•	 Active Participants Contributing
•	 Active Participants Receiving Employer Contributions
•	 Percent of Active Participants Contributing
•	 Percent of Active Participants Receiving Employer Contributions
•	 Percent of Total Eligible Participants that Are Participating*

(Continued on next page).
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•	 Full Withdrawals
•	 New Loans Issued
•	 First Contributions
•	 Newly Eligible Participants*
* Counts for these categories are only provided for plans utilizing our online enrollment services.

Status Definitions:

Active Participant: Employed as of the selected End Date
Eligible Participant: Employed with a Participation Date that is prior to the selected End Date
Ineligible Participant: Employed but not eligible to participate as of the selected End Date

Participant Statistics by Age Group (continued)
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Participant Website and Voice Response System Usage Summary

DESCRIPTION:

This report generates a listing of participant inquiries and activity initiated through the participant website and the 
phone voice response system over a specified month-based reporting period. Counts of total logins and number 
of distinct users are provided, along with counts of the specific inquiry or update activity occurring within the time 
frame selected. Data for this report is provided in monthly increments only, and is limited to the previous 12-month 
period.

AVAILABLE FORMATS:

•	 Excel: Recommended for data sorting and formatting
•	 PDF: Recommended for viewing and printing formatted text and graphics
•	 Word: Alternate option for viewing and printing formatted text and graphics

FAQ

Q: What will be on the report if I run it for the current month? For multiple months? 
A: Data for the current month is not available until after the last business day of the month. At the end of each 
month, data for this report is compiled as a collective for the month and can then be extracted in full-month 
increments only. For example, requesting Begin/End Dates of 12/8 to 12/15 will yield a full report of all December 
data (12/1 through12/31).

Data can be requested for multiple months, up to a maximum of the 12 previous months. The system will 
not prevent you from entering a date range greater than 12 months; however, the results provided will be 
automatically restricted to the prior 12-month period.

Q: Can I run this report for multiple plans?
A: If you have access to the “Cross Plan” category, you may run this report against some or all of the plan 
numbers to which you have been granted access. Please note that our system will automatically choose a 
divisional category, if applicable, for each plan as different plans may utilize varying division categories (e.g., 
Department, Agency, Division, etc.)

 

DATA SPECIFICATIONS:

•	 Plan Number
•	 Division, if applicable
•	 Begin Date
•	 End Date

OUTPUT COLUMNS

Plan Number
Plan Name
Begin Date
End Date

(Continued on next page).
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Division Basis, if applicable
Division Value, if applicable
Division Name, if applicable

WEB USAGE
 Totals

•	 Distinct Users
•	 Total Logins

Inquiries
•	 Account and Certificates Overview
•	 My Investments
•	 Disbursement Summary
•	 Investment Overview
•	 Account Balance
•	 Balance Comparison
•	 Balance History
•	 Beneficiary Data
•	 Paycheck Contribution Rate
•	 Investment Overview
•	 Investment Prospectus
•	 Investment Returns
•	 Investment Trends
•	 Loan Summary
•	 Online Forms
•	 Rate of Return
•	 Rates
•	 Transaction History
•	 Transfers
•	 Unit Values
•	 Employee Address
•	 Statements – On Demand or Quarterly

Updates
•	 My Investments
•	 Beneficiary Data
•	 Change Passcode
•	 Paycheck Contribution Rate
•	 Electronic File Cabinet
•	 Email Address
•	 Investment Transfer
•	 Personal Information
•	 Loan Disbursements
•	 Loan Request
•	 Order Passcode
•	 Registration

Participant Website and Voice Response System Usage Summary (continued)

VRU USAGE
Totals

•	 Calls Fielded by Service Reps
•	 Distinct Callers
•	 Total Calls

Inquiries
•	 My Investments
•	 Loan(s)
•	 Transaction History

Updates
•	 Change Passcode
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Participant Deposit Detail (Calendar Year-to-Date)
DESCRIPTION: 

This report provides detail of calendar year-to-date deposits to participant accounts as of a specified date. All deposits to 
participant accounts are captured, including contributions, rollovers, earnings, etc. Filtering options provide the ability to 
show amounts by money source or as overall totals and to extract deposit activity for select populations of participants 
with regards to age and year-to-date contribution amounts. The report also provides catch-up contribution information, as 
applicable. The Excel output provides participant address data for targeted mailing purposes.

AVAILABLE FORMATS:

•	 Excel: Recommended for data sorting and formatting. Additional columns of data are available in this format
•	 PDF: Recommended for viewing and printing formatted text and graphics
•	 Word: Alternate option for viewing and printing formatted text and graphics

FAQ

Q: How do I request a report of participants who are nearing or have exceeded the IRS 402(g) contribution limit? 
What if my plan offers Roth contributions in addition to pre-tax contributions?
A: To identify participants who are nearing or have exceeded the IRS 402(g) maximum contribution limit, select “Pay-
roll” from the Date Indicator field, enter the begin date of the plan year (1/1 for most plans), and then populate the Limit 
Amount field with a dollar amount that is less than the current IRS maximum. The report will only display participants who 
have contributed more than the amount entered into the Limit Amount field.

If your plan offers both pre-tax and Roth money sources, you can select both in the money source parameter. To select 
multiple money sources, hold down the CTRL key while pressing enter or left-clicking your mouse on the desired money 
source(s). Please note that when multiple money sources are selected, the cumulative contribution amounts for all money 
sources selected are what will be compared to the figure entered into the Limit Amount field. Only participants who are 
over the amount entered will be displayed.

 
Q: What is represented in the Catch-Up Type column?
A: If your plan is utilizing our deferral recordkeeping services, this column will display “AGE50” for participants that are 
age 50 or over and are deferring catch-up amounts (e.g., amounts in excess of the IRS 402(g) maximum contribution 
limit). For 457 plans, this column will display “AC457” for participants that are contributing catch-up amounts.

Q: Can I change the begin date for this report?
A: The start date for this report defaults to January 1 and pulls data for the calendar year based on the Effective Date 
specified. This allows you to set the report for a recurring frequency (e.g., Monthly, Quarterly, etc.) and always receive 
calendar year-to-date information. If you have a specific date range required that does not begin with January 1, please 
run the Participant Deposit Detail report as it allows for any Begin and End Dates.
 
Q:  Can I run this report for multiple plans?
A: If you have access to the “Cross Plan” category, you may run this report against some or all of the plan numbers to 
which you have been granted access. Please note that our system will automatically choose a divisional category, if 
applicable, for each plan as different plans may utilize varying division categories (e.g., Department, Agency, Division, 
etc.)

DATA SPECIFICATIONS:

•	 Plan Number
•	 Date Indicator
•	 Money Source
•	 Deposit Type
•	 Participant Identifier
•	 Sort Order
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•	 Specified Age*
•	 Limit Amount**
•	 Frequency
•	 Effective Date

* Data will only be provided for participants who meet or exceed the age entered here.
** Data will only be provided for participants who meet or exceed the amount entered here.

OUTPUT COLUMNS

EXCEL      PDF & WORD
Plan Number     SSN
Plan Name     SSN Extension
Subset Basis     Participant Name
Subset Value     Age
Subset Name     Account Status
SSN      Termination Date
SSN Extension     Last Payroll Date
Participant Name    Money Source
Age      Contribution Amount
Account Status     Conversion Amount
Termination Date    Total Amount
Last Payroll Date    Participant Total
Money Source     Catch-Up Type
Contribution Amount
Total Amount
Participant Total
Catch-Up Type
403(b)
457
Age 50
Military
Remaining Available Catch-Up
REG Amount
SGL Amount
Highly Compensated
Pay Center Basis
Pay Center Value
Pay Center Name
First Name
Middle Name
Last Name
Mailing Name 1
Mailing Name 2
First Line Mailing
Second Line Mailing
City
Zip Code
Country
Home Phone Area Code
Home Phone Number
Work Phone Area Code
Work Phone Number
Birth Date

Participant Deposit Detail (Calendar Year-To-Date) (continued)
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Plan Contribution Summary by Money Source

DESCRIPTION:

This report provides information on all contribution remittances (Events) made to the plan for a specified date 
range. For each Event ID remitted, the report shows a money source breakdown of amounts allocated and 
confirmations of Effective Date, Received Date and Payroll Date. Plan Totals for the date range specified are also 
captured. Filtering options allow you to search for remittances based on either Payroll Date or Effective Date and 
also to extract data by specific money source(s).

For each Event ID captured, additional participant-level contribution detail can be obtained by clicking on the 
“View Detail” hyperlink. This drill-down functionality essentially creates a new Plan Contribution Summary by 
Money Source report for one Event ID, which includes participant contribution amounts by money source, 
subtotals for each money source, and a count of participants included on the Event ID.

AVAILABLE FORMATS:

•	 Excel: Recommended for data sorting and formatting

•	 PDF: Recommended for viewing and printing formatted text and graphics

•	 Word: Alternate option for viewing and printing formatted text and graphics

FAQ

Q: How do I create a Plan Contribution Summary by Money Source for a specific Event ID?
A: Prior to exporting the report to PDF or Excel, locate the Event ID you wish to view and click on the “View Detail” 
hyperlink. This will create a new tab with participant-level details for that Event ID which you can then export to 
PDF or Excel.

To return to the original report, click on the “Main Report” tab in the upper left-hand corner of the report. You can 
then continue to create new tabs for as many Event IDs as needed.

Q: When will contributions be available for reporting?
A: Contribution transactions are typically available for reporting one business day after the event’s effective date.

Q: Can I run this report for multiple plans?
A: If you have access to the “Cross Plan” category, you may run this report against some or all of the plan 
numbers to which you have been granted access. Please note that our system will automatically choose a 
divisional category, if applicable, for each plan as different plans may utilize varying division categories (e.g., 
Department, Agency, Division, etc.)

 DATA SPECIFICATIONS:

•	 Plan Number
•	 Division, if applicable
•	 Date Type Indicator
•	 Money Source
•	 Participant Identifier
•	 Frequency
•	 Begin Date 
•	 End Date

(Continued on next page).
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OUTPUT COLUMNS:

Plan Number
Plan Name
Reporting Period
Begin Date
End Date
Division Basis
Division Value
Division Name
Event ID
Event Detail Report
Effective Date
Received Date
Payroll Date
Remittance Amount
Reconciliation Amount
Money Source
Transaction Amount
Participant Suspense
Forfeiture Amount

Participant Detail
 Social Security Number
 Social Security Number Extension
 Participant Name
 Total Contribution
 Money Source
 Contribution Amount

Plan Contribution Summary by Money Source (continued)
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Participant Deposit Detail
DESCRIPTION: 

This report provides detail of deposits to participant accounts for a specified date range. All deposits to participant 
accounts are captured, including contributions, rollovers, earnings, etc. Filtering options provide the ability to show 
amounts by money source or as overall totals and to extract deposit activity for select populations of participants 
with regards to age and year-to-date contribution amounts. The report also provides catch-up contribution infor-
mation, as applicable. The Excel output provides participant address data for targeted mailing purposes.

AVAILABLE FORMATS:

•	 Excel: Recommended for data sorting and formatting. Additional columns of data are available in this format
•	 PDF: Recommended for viewing and printing formatted text and graphics
•	 Word: Alternate option for viewing and printing formatted text and graphics

FAQ
Q: How do I request a report of participants who are nearing or have exceeded the IRS 402(g) contribution 
limit? What if my plan offers Roth contributions in addition to pre-tax contributions?
A: To identify participants who are nearing or have exceeded the IRS 402(g) maximum contribution limit, select 
“Payroll” from the Date Indicator field, enter the begin date of the plan year (1/1 for most plans), and then populate 
the Limit Amount field with a dollar amount that is less than the current IRS maximum. The report will only display 
participants who have contributed more than the amount entered into the Limit Amount field.
If your plan offers both pre-tax and Roth money sources, you can select both in the money source parameter. To 
select multiple money sources, hold down the CTRL key while pressing enter or left-clicking your mouse on the 
desired money source(s). Please note that when multiple money sources are selected, the cumulative contribu-
tion amounts for all money sources selected are what will be compared to the figure entered into the Limit Amount 
field. Only participants who are over the amount entered will be displayed.

 
Q: What is represented in the Catch-Up Type column?
A: If your plan is utilizing our deferral recordkeeping services, this column will display “AGE50” for participants 
that are age 50 or over and are deferring catch-up amounts (i.e., amounts in excess of the IRS 402(g) maximum 
contribution limit). For 457 plans, this column will display “AC457” for participants that are contributing catch-up 
amounts.

Q:  Can I run this report for multiple plans?
A: If you have access to the “Cross Plan” category, you may run this report against some or all of the plan num-
bers to which you have been granted access. Please note that our system will automatically choose a divisional 
category, if applicable, for each plan as different plans may utilize varying division categories (e.g., Department, 
Agency, Division, etc.)

DATA SPECIFICATIONS:
•	 Plan Number
•	 Date Indicator
•	 Money Source
•	 Deposit Type
•	 Participant Identifier
•	 Sort Order
•	 Specified Age*
•	 Limit Amount**
•	 Frequency
•	 Begin Date
•	 End Date

* Data will only be provided for participants who meet or exceed  
the age entered here.
**Data will only be provided for participants who meet or exceed the  
amount entered here.

(Continued on next page).
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OUTPUT COLUMNS:

EXCEL      PDF & WORD
   
Plan Number     SSN
Plan Name     SSN Extension
Subset Basis     Participant Name
Subset Value     Age
Subset Name     Account Status
SSN      Termination Date
SSN Extension     Last Payroll Date
Participant Name    Money Source
Age      Contribution Amount
Account Status     Conversion Amount
Termination Date    Total Amount
Last Payroll Date    Participant Total
Money Source     Catch-Up Type
Contribution Amount
Total Amount
Participant Total
Catch-Up Type
  403(b) 
  457
  Age 50
  Military
Remaining Available Catch-Up
REG Amount
SGL Amount
Highly Compensated
Pay Center Basis
Pay Center Value
Pay Center Name
First Name
Middle Name
Last Name
Mailing Name 1
Mailing Name 2
First Line Mailing
Second Line Mailing
City
Zip Code
Country
Home Phone Area Code
Home Phone Number
Work Phone Area Code
Work Phone Number
Birth Date

Participant Deposit Detail (continued)
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Contribution Summary by Investment Option

DESCRIPTION: 

This report provides a summary of contributions to the plan by investment option for a specified date range. The 
data shows what percentages of contributions have been allocated to each investment option in three categories: 
Employee Contributions, Employer Contributions and Total Contributions.

AVAILABLE FORMATS:

•	 HTML (HyperText Markup Language) – common Internet document format

•	 TEXT – universal file type with limited formatting

DATA SPECIFICATIONS:

•	 Plan Number
•	 Frequency 
•	 Begin Date
•	 End Date

OUTPUT COLUMNS:

Investment Option Name
Employee

•	 Count
•	 Contributions
•	 Percentage

Employer
•	 Count
•	 Contributions
•	 Percentage

Total
•	 Count
•	 Contributions
•	 Percentage
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Paycheck Contribution Rates by Age Group and Assets

DESCRIPTION:

The data provided in this report with regards to paycheck contribution rates is twofold. The first section provides 
a bar graph illustrating the average paycheck contribution rates by age group. The nine age groups are as fol-
lows: Under 26; 26-33; 34-40; 41-48; 49-55; 56-58; 59-62; 63-65; 66 and older. The second section provides To-
tal Assets, Percentage of Assets, and Participant Counts by paycheck contribution rate for active employees with 
a balance. As applicable, the data is subtotaled by money source (Pre-Tax, After-Tax and Roth) and includes an 
overall average contribution rate for each money source. Lastly, the report captures asset balances and counts 
of terminated participants with a balance, as well as an overall Total Participant Balance and Count of Partici-
pants with a balance.

AVAILABLE FORMATS:

•	 Excel: Recommended for data sorting and formatting. 
•	 PDF: Recommended for viewing and printing formatted text and graphics
•	 Word: Alternate option for viewing and printing formatted text and graphics

DATA SPECIFICATIONS:

•	 Plan Number
•	 Division, if applicable
•	 Effective Date

OUTPUT COLUMNS:

EXCEL     PDF & WORD
Plan Number    Plan Number
Plan Name    Plan Name
Effective Date    Effective Date   
Division/Money Source   Bar Graph(s) - Paycheck Contribution Rate Averages by Age Group
Participant Account Status  Division/Money Source
Rate (Percentage/Amount)  Rate (Percentage/Amount)
Assets     Assets
Percent of Assets   Percent of Assets
Participant Count   Participant Count
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Participant Loan Detail

DESCRIPTION:

This report provides detail of all participant loan information for a specified date range including loans issued/paid, 
loan attributes, payment history, current status and default information. Filtering options provide the ability to pull 
data based on current loan status and to isolate loans that are late and/or defaulted.

AVAILABLE FORMATS:

•	 Excel: Recommended for data sorting and formatting. Additional columns of data are available in this 
format

•	 PDF: Recommended for viewing and printing formatted text and graphics

FAQ

Q: What is the difference between the Standard and Late/Defaulted layout?
A: The Standard layout provides general information on all loans regardless of current payment status. The Late/
Defaulted layout contains information specific to loans that are late and/or defaulted and provides additional detail 
as it relates to the payment delinquency.

Q: Can I run this report for multiple plans?
A: If you have access to the “Cross Plan” category, you may run this report against some or all of the plan 
numbers to which you have been granted access. Please note that our system will automatically choose a 
divisional category, if applicable, for each plan as different plans may utilize varying division categories (e.g.,  
Department, Agency, Division, etc).

DATA SPECIFICATIONS:

•	 Plan Number
•	 Division, if applicable
•	 Loan Status
•	 Payment Status
•	 Employee Identifier
•	 Sort Order
•	 Frequency
•	 Begin Date
•	 End Date 

OUTPUT COLUMNS

The output fields that are provided are dependent on which version of the report is requested in the “Payment 
Status” specification: Standard Layout or Late/Defaulted Layout. Please click on the link below for a field docu-
mentation grid.

Participant Loan Detail – Field Documentation Grid  
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Participant Involuntary Distribution Listing

DESCRIPTION:

This report is used to identify and authorize the processing of involuntary distributions for terminated employees. 
It generates a listing of participants’ vested account balances by money source within a specified dollar range. 
The employment status parameter allows you to run the report against either All, Active or Terminated participants. 
Deceased participants and those with contributions after the Last Contribution Date are excluded from the report.

AVAILABLE FORMATS:

•	 Excel: Recommended for data sorting and formatting. Additional columns of data are available in this 
format

•	 PDF: Recommended for viewing and printing formatted text and graphics
•	 Word: Alternate option for viewing and printing formatted text and graphics

FAQ

Q: Why is a participant not on the report?
A: There are several reasons for participants to be excluded from the report:

•	 Participant vested balance and loan balance are not within the specified dollar range.
•	 Participant received a contribution after the specified Last Contribution Date.
•	 The employee does not meet the employment criteria selected:

1) ALL: Includes all employees regardless of employment status
2) A:  Includes only Active employees
3) T:  Includes only Terminated employees

•	 Deceased participants are excluded from the report.

Q: How does the Last Contribution Date parameter impact the results?
A: Participants who have received a contribution after the date provided here will be excluded from the results. 
 

DATA SPECIFICATIONS:
•	 Plan Number
•	 Division(s), if applicable
•	 Low Balance Amount (Default Value = $3,500)
•	 High Balance Amount (Default Value = $5,000)
•	 Employee Status (Active, Terminated, All)
•	 Include Rollover Money (if applicable)
•	 Show Money Source (if applicable)
•	 Sort Order
•	 Frequency
•	 Effective Date
•	 Last Contribution Date* 

 
* Participants with contributions allocated after the date entered here will be excluded from the results.
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OUTPUT COLUMNS: 

EXCEL      PDF & WORD

Plan Number     Plan Number
Plan Name     Plan Name
Division Basis     Division Basis
Division Value     Division Value
Division Name     Division Name
SSN      SSN
SSN Extension     SSN Extension
Participant Name    Participant Name
Birth Date     Birth Date
Last Contribution Date    Last Contribution Date
Employment Termination Date   Employment Termination Date

If Requested by Money Source:   If Requested by Money Source:
Money Source     Money Source
Money Source Description   Money Source Description
Total Balance     Total Balance
Vested Balance     Vested Balance
Vested Error     Vested Percent
Vested Percent

Loan Balance     Loan Balance
Disbursement Reason/Date   Disbursement Reason/Date
Record Type
Self-Directed Account
Mailing Name 1
Mailing Name 2
Mailing Name 3
First Line Mailing
Second Line Mailing
City
State
Zip
Country
Mail Hold Date
Prior Involuntary Distribution Indicator

Participant Involuntary Distribution Listing (continued)
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Plan Disbursement Summary

DESCRIPTION: 

This report provides a summary of participant disbursement activity for a specified date range by disbursement type, 
reason and investment option. Loan withdrawal activity is also included. When exported to PDF or Word format, the report 
includes either a bar graph or a pie chart illustrating disbursement activity by Reason or Method, respectively. Disburse-
ment amount subtotals by investment option, method and reason are provided, as well as participant counts for each. To 
obtain disbursement data broken down by individual participant, please run the Participant Disbursement Detail report.

AVAILABLE FORMATS:

•	 Excel: Recommended for data sorting and formatting
•	 PDF: Recommended for viewing and printing formatted text and graphics
•	 Word: Alternate option for viewing and printing formatted text and graphics

FAQ
Q: What does Reason and Method represent in the Report Type specification?
A: Disbursement Reason refers to how the payment was made, such as Direct Rollover to an IRA or a Payment to Self. 
Disbursement Method refers to Full Withdrawal, Partial Withdrawal or Periodic Payment.

 DATA SPECIFICATIONS:
•	 Plan Number
•	 Division, if applicable
•	 Report Type
•	 Frequency
•	 Begin Date
•	 End Date
∗	 Selecting “Method” or “Reason” provides the same data; however, when “Method” is selected, a pie chart is 

provided showing Full Withdrawal activity versus Partial Withdrawal activity and when “Reason” is selected, a bar 
chart is provided illustrating (in dollars) disbursement type activity (Payment to Self, Direct Rollover, Loan, etc.) for 
the date range selected.

OUTPUT COLUMNS:
EXCEL      PDF & WORD

Plan Number     Plan Number
Plan Name     Plan Name
Begin Date     Begin Date
End Date     End Date
Method      Chart: Disbursement Activity by Method or Reason
Reason      Method
Investment ID     Reason
Investment Name    Investment ID
Disbursement Amount    Investment Name 
Participants     Disbursement Amount
Total for Each Distribution Reason  Participants
Grand Total      Total for Each Distribution Reason

Grand Total
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Participant Disbursement Detail

DESCRIPTION: 

This report provides participant-level detail on all disbursements occurring within a specified date range. 
Loan withdrawals are included in the data. The detail provided includes disbursement-related data, such as 
reason, type and taxation code, as well as financial detail, such as money sources, gross/net amounts, vested 
percentages, forfeited dollars, fees and tax withholdings. Upfront filtering options provide the ability to capture 
specific disbursement activity by taxation, method and employee age.

AVAILABLE FORMATS:

•	 Excel: Recommended for data sorting and formatting. Additional columns of data are available in this 
format

•	 PDF: Recommended for viewing and printing formatted text and graphics
•	 Word: Alternate option for viewing and printing formatted text and graphics

FAQs:

Q: Can I run this report for multiple plans?
A: If you have access to the “Cross Plan” category, you may run this report against some or all of the plan 
numbers to which you have been granted access. Please note that our system will automatically choose a 
divisional category, if applicable, for each plan as different plans may utilize varying division categories (e.g., 
Department, Agency, Division, etc.). 
 
DATA SPECIFICATIONS:

•	 Plan Number
•	 Division, if applicable
•	 Date Type
•	 Tax Reason
•	 Disbursement Method
•	 Employee Identifier 
•	 Sort Order
•	 Age as of Disbursement
•	 Frequency 
•	 Begin Date
•	 End Date

(Continued on next page).



FOR PLAN SPONSOR USE ONLY. Not for use with plan participants.

Return to the  
Table of Contents

74

OUTPUT COLUMNS:

EXCEL      PDF & WORD
Plan Number     Plan Number
Plan Name     Plan Name
Begin Date     Begin Date
End Date     End Date
Tax Reason     Tax Reason
Disbursement Method     Disbursement Method
Division Basis     SSN
Division Value     SSN Extension
Division Name     Participant Name
SSN      Age
SSN Extension     Taxable Reason
Participant Name    Disbursement Reason    
Age      Disbursement Method
Birth Date     Effective Date 
Hire Date     Money Source 
Termination Date    Disbursement Amount
Taxable Reason     Disbursement Fee
Disbursement Reason    Withholding Amount
Disbursement Method    Vested Percentage
Effective Date     Forfeited Amount 
Money Source      Check Amount
Disbursement Amount    
Disbursement Fee     
Withholding Amount    
Vested Percentage
Forfeited Amount
Check Amount
Mailing Name 1
First Line Mailing
Second Line Mailing
City
State
Zip Code
Country

Participant Disbursement Detail (continued)


