IFILE USER'S GUIDE

Deliverable No. 331

April 11, 2012

FOR THE

ERISA Filing Acceptance System 2
(EFAST2)

PREPARED FOR:

U.S. DEPARTMENT OF LABOR
CONTRACT NO. DOLJ089326954

PREPARED BY:
VANGENT, INC.

4250 N. FAIRFAX DRIVE, SUITE 1200
ARLINGTON, VA 22203



EFAST?2 IFILE User’s Guide
Document Version ID 10.1/041112
Change History Log
Version Primary Author(s) Description of Version Date Completed
Judith Wright iti — iod — 1%
1.0 u | . 19 Initial Draft — Base Period — 1 10/15/08
Curtis Mitchell Component

11 Judith Wright Updates based on comments, round 1 10/24/08

12 Judith Wright ;deates based on comments, round 10/26/08

1.3 Judith Wright Updates based on comments, round 3 10/30/08
Updates based on Government

2.0 Judith Wright comments & recommendation, dated 11/24/08
November 19, 2008.

3.0 Judith Wright Updates based on IFILE as- 12/1/08
implemented

3.1 Judith Wright Updates based on final review 12/8/08
SCCB-P00828: No export option for
solo 5500-SF

4.0 Judith Wright Update to clarify Forms 5500 & 5500- 1/27/09
SF must be exported via “Export
Filing”
SCCB-P00613, SCCB-P01155,

5.0 Aaron Sherwood 6/19/09
Updates
SCCB-P01272

6.0 Judith Wright New “Add Attachment” Process 8/6/09
Corrected formatting

7.0 Karen Hickey Revisions for Look and Feel update 12/3/09

. Revisions for Look and Feel change

8.0 Karen Hickey and correction to Section 4.4 12/23/09

8.1 Karen Hickey Revisions to Sections 6.6.3.1 and 12/29/09
6.6.3.2
TT - 1794

8.2 Karen Hickey Add info for Importing XML Filings 1/12/10
and Schedules
Added maximum file size info to 6.6.3

8.3 Karen Hickey and error message screenshot to 2/2/10
6.6.3.2

8.4 Karen Hickey P02423 — update password expiration 3/23/10
to 90 days

Aaron Sherwood, Pat :

9.0 Foubert, Karen Hickey Update for OPII delivery 3/15/11

91 Karen Hickey Revised in response to Govt. 4/21/11
comments




EFAST2

IFILE User’s Guide
Document Version ID 10.1/041112

Version

Primary Author(s)

Description of Version

Date Completed

9.2

Karen Hickey

Revised in response to Govt. review
on CAT of 6/7/11

6/10/11

9.3

Karen Hickey

P04423 — Revised attachment type
description for
SchMBPlanFndgProgress

8/5/11

9.4

Karen Hickey

Corrected hyperlink in Section 7.2 and
added Attachment Types table for
Form Version 2011v01.00 (see
section 5.11)

10/25/11

10.0

Aaron Sherwood

Updated Section 3 for terminology
change from “Associate Signer” to
“Add Signer” function and for IFILE
automatic validation functionality.
Updated Section 5.5 to reflect
changed IFILE Filing Menu
Workspace button ribbon options.
Removed support and workaround for
Opera browser from previous version
of the document.

3/13/12

10.1

Aaron Sherwood

Updated Change History Log; Table
1/Page 3; Section 3.11/Item 5; Section
5.2.6

4/11/12




EFAST2 IFILE User’s Guide
Document Version ID 10.1/041112

Table of Contents

Chapter 1. Ta] oo [ 8T o1 1 o] o NP SRR 1
1.1 Overview of the Electronic Filing Program ..........cocciiiiiiiiie ittt ere e et 1
Chapter 2. Accessing the EFAST2 Website and IFILE ........cooccuiiiiiiiieiieciiee e cciiee e sciree e e e e ssieee e 2
2.1 (0] o =Y 1011 o= Yol ol TP SPR 2
2.2 L8 LY =T V0T N 2
2.3 Locating the EFAST2 Web-based Filing TOO! (IFILE) ...ccccvvvieeiiieee ettt e 4
2.3.1 Key Areas on the WelCOmME PAGE ......coocuiiiii ettt ree e e 4
2.4 Logging in t0 the EFAST2 WEDSITE ...eceeiuiiieeeeee ettt et e e et e e e 5
24.1 NEW L0 EF AT 2 s ssssnsssnnnnnnas 5
2.4.2 g I =T o To U LY =T ol e {1 o SRR 5
2.5 Home — Filing Summary Page (LOZZEd IN) .....eeoeiieeiee ettt e et 7
2.6 USEE PrOfilE. ettt sttt ettt b e b s he e st et be e beesreesaee e 9
Chapter 3. IFILE — Steps for Filing @ FOrm 5500/5500-SF........cccutiiiiieeiieeeieeccree et e etee e e e 10
3.1 IFILE WOTKFIOW ...ttt sttt sbe e sttt e b e sbe e s saneeabeebeennes 10
3.2 Create @ NeW FIlINg iN IFILE ......vviiiiieee ettt et e e st e e s s bee e e e sbaeeessbeneeesanes 10
3.3 (0] o1 oI INY- V=Yoo 1T o= U PPPPTPPPPNt 15
3.4 Add a Schedule to an EXisting FiliNg.......ceiiiiiiiiiiiiee ettt see e e saree e e 17
34.1 Create a Blank SChedUle..........ooi ittt 17
3.4.2 IMPOrt @ SChEAUIE (XIMIL)..eei ettt e e e ebae e e e eabae e e e eatae e e eaneeas 20
3.5 Add Attachments to an EXiStiNG FiliNG .....ccccuiiiiieiiiie et e e 22
351 Add an ATEACAMENT ..c..eiiiee e 22
35.2 View an ATEAChMENT ...oueiiiieeee et 26
3.53 Delete an AttaChmMENT......oo ettt st e e 27
3.6 Validate the Filing to Check fOr ErTOrS ....oii ittt ettt e e e e 28
3.7 VieW the FIliNG @S @ PDF ....uuiiiiii ettt e e e et e e s e s e e st e e e e e e s e s nnbaaeeeeeeesennnreanaeens 30
3.7.1 Open or Save PDF of ENLire FiliNG ..ccccuvieiiiiiie et 30
3.7.2 Open or Save PDF of Individual Filing Component ........cccccveieeiieeiciiiee e 31
3.8 EXport the FiliNg Data (XIMIL) ....eeccieeeiie ettt ettt ve e et e e e e etae e te e steeeenveesasaeenbaeesaneeenns 32
3.8.1 Export Entire Filing or FOrm 5500/5500-SF.........coooiuiiiiuieeeeeeereeceiee e eeteeeetee e e eeaeeeearee s 32
3.8.2 Export Individual Form or Schedule ... 34
3.9 Delete FiliNG Data.....uciieeeiieciiiiiieee et e et e e e e e e e e st e e e e e e e e e e nbebaeeeeeeeesannraaeeeeeeeeanannraees 35



EFAST2 IFILE User’s Guide
Document Version ID 10.1/041112

3.9.1 DElete ENTIre FiliNG . ueiiiiiieee ittt ettt et e e e ee e s et e e e e e e s e sabee e s ssabaeeeenareeas 35
3.9.2 Delete Individual SChedUIe..........c.cooiiiiiieeeee e e 36
3.10 Add the Appropriate Signer(s) to the FiliNg ......cccecceeiiiecie e 37
200 015t R Yo [o Y P-4 1= USSR 37
T T A T 1oy Iy P 1= RPN 41

N R T VA 1= Y YT o = S T TP TP PP 41
3.11 Sign a Filing Electronically using EFAST2 Credentials......cccccccveieiriieeeiiiiiieeciieecsieeeesieee e 42
3.12 Enable Signed Filing for Further Editing (if NECESSArY) ....cccvveiiiecie e 46
0 G T U o o o Y 1T =PSRRI 49
Chapter 4. T e @ o [T o S W] Vot o] o F=1 11 4V SRR 53
4.1 F N a1 Ve I T 17 V-SSR 53
4.1.1 Parent Filing EXiStS iN EFAST2...ccc i iieie ettt e et e e tee e e etee e e e eabae e e eeabae e e enntaeeeenraeas 53
4.1.2 Using an Inactive Form Year and Parent Filing Exists in EFAST2......ccccccvevivvviieeevciiee e, 56
4.1.3 Parent Filing Does NOt EXiSt inN EFAST2 ....cciiiiiiiiiiiiee e ctee ettt srvtee e stee e e svee e s svae e e s 56
4.2 TaaT oo =T a1 LT o= Y, I PSP URSPN 57
4.3 Create a New Filing by Replicating an EXisting FiliNg ......c..coooveiiiiieciiie et 60
43.1 Replicate an Unsubmitted Filing for Same Year ......coccveiieiiee e 61
4.3.2 Replicate an Unsubmitted Filing for NeXt Year.......cccoccveiiiciei e 63
433 Replicate @ SUbMitted FiliNg.......cooouiiiiiiiiiie e s 65
4.4 Yol oL [T Lol o 1ol (PPN 67
4.4.1 Create a SChedule Package ...t et 68
4.4.2 Schedule Package OPtioNS .....ccccuiiie i eccieee ettt er et e e e e e satae e e e ba e e e e abaeeesnsaeeaeas 70
4.5 SECUre/SUDSTITULE FIlINES .ooeveiierieeiee ettt ettt ettt e et eetee e etee e ebeeeetaeeeateeenteeesareaan 70
Chapter 5. S =Tl oY o Toll =1 1 o= SRR 71
5.1 Composition of Electronic RETUIMNS .....coiiiiiii ittt e e e e e e e bre e e e eaees 71
5.2 || WY ot d o o =1L Y2 USSR 72
5.2.1 Create @ FiliNg. e e e e e et e e e e e e e bt ae e e e e e e e e nrrees 72
5.2.2 Retrieving and ReSUMING WOTK........occcuiiiiiee ettt e ettt e e e e e st e e e e e e e e snnreaee e e e e e eaas 72
5.2.3 Import and EXport FUNCLIONAIILY ..cccoeeeiiieeeee e e e 72
524 ATEACMENTS ...ttt ettt e s sr e st st b e b b e eaee s 72
5.2.5 FY g T=T0 Lo [ 0 1= oL £ PSSP UP PP 72
5.2.6 Edit Testing and Error MESSAZES.....uuiiiiuiiieiiiieeeceiiee ettt e e te e e stee e e e sbae e e e satae e e s eataee e ennraeas 72



EFAST2 IFILE User’s Guide
Document Version ID 10.1/041112

5.2.7 (o T 01T = TSP PP PO PPRPPPPPPRPIN 73
5.2.8 ElECErONIC SIBNAtUIES. ... iieie ittt e e et ee e e s e e e s snbee e e ssabeeeesnareeas 73
5.2.9 o T g Y =YW T3 0 7 [ o PRSP 73
5.2.10  Receipt and Acknowledgment MESSAZES ......ccoueieiicriiieeciieee et e eectree e eeette e e e evee e e e eaaeeeeanes 73
5.2.11  SecUre/SUBSTITULE FilING ...cccviiiieeciee ettt et et e e e e bee e aae e ereeeeanas 73
53 Home — Filing SUMMAry LAYOUL .......ciiiiiiii ettt ettt e e e rta e e s e eabae e e e earr e e e enreeas 74
5.3.1 Filings AWaiting CoOmMPIEtION.....cciiiiiiii i s e e 75
5.3.2 Number of ltems Found on the Filing Summary Page ........cococevivecieiicicien e, 76
5.4 HOME — FiliNg LiSt LAYOUL ..eeveeieie ettt sttt e e s sree e e s sbee e s e sabee e s senbee e e enareeas 77
54.1 Filing List — Status/Category LISt VIEW .......ccuieccueieeiieeieeecteeeetee ettt et eaee e e 78
5.5 Filing Menu (Workspace) LAYOUL ......ccocuiieiieiiee e cciiee ettt e et e e e etae e s e erae e e e enbe e e e enreeas 79
5.5.1 Filing Author with an In-Progress FIliNG ........cueeeiciii it 80
5.5.2 Filing Author Who is also Filing Signer with a Filing Awaiting Signature .........cc.ccccveveennneen. 80
5.5.3 Filing Author (but is not Filing Signer) with a Filing Awaiting Signature ............ccccccvvenee. 81
5.5.4 Filing Signer with a Filing Awaiting Signature .........cccoeecieiiiiiee e 81
5.5.5 Filing Author with a Signed Filing Ready to SUbmMIit ..........ccccviiiiiiiiieccee e, 81
5.6 FOrms & SChedules LAYOUL........coociiiii ettt ettt e e et e e e etae e s e eabae e e e enbee e e ennreeas 82
5.6.1 Saving and Closing a FOrm or SChedule ..........occuviiiiii e 83
5.6.2 SAVE IMIBSSAEE .. iiiiiiiiiiiiieieeeeee ettt e et e e e et et e e e e e e e et e e et et e e ettt e e e e et et et e e e e e e e e e e e e e e aaaeaees 83
5.6.3 Print and Accessibility BULLONS........uiiiiiiiiec et 84
5.7 MESSAZE HANAIING ..veiiieiiee e e et e e e e et e e e e e e e e e e eatae e e eenbae e e eanbeeaeenranas 85
57.1 ON-SCIrEEN MESSAEES eieiiieieieeiieiiieieeeeeeeeee et et ee e e ettt et et ee e e et eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeerererernnenes 85
5.7.2 BT [ o To ) (=TSR 85
5.7.3 Data iNPUL deSCIIPLIONS ..uuiiiiiiiie ettt ree e s e sbee e e e sab e e e e eabeee e ssabaeeeenareeas 86
5.7.4 Separate Browser WindoW OF Tab .......ciiiiiiieiiiiie et e s are e e ssaaaee e 86
5.8 (DY I o o SRS 87
5.8.1 CRECK BOXES ....eeeeteeeieiesiiee ettt e ettt sttt e st e st e e bt e sbee e sas e e sareesseeesareeeneeesareesareeesaneenane 87
5.8.2 Multiple Repeating Blocks in IFILE SChedules ..........ceeveeieciiiiiiee et 87
5.8.3 DEFAUIT DAtA ..uveeeieiie ettt ettt b e bt sttt et be e she e sat e et e e bt e beenes 91
5.8.4 FOPM TaDS .ttt sttt b e st sttt e bt e s beesaeesanesareereenns 91
5.8.5 DL ST o PSSPV PRSI 91
5.8.6 N EE LY T == L 0] o RPN 91



EFAST2 IFILE User’s Guide
Document Version ID 10.1/041112

5.8.7 SAVING AN ClOSING.cciuviiiiiiiiiie ettt e e e et e e s e tae e s ssstaeeesasaeeeenasseeesnnsseeenns 91
5.8.8 INNEMIEEA DAt . .eeieeiieiiie ettt ettt e st e st e s bt e e sbe e s sneeesareesneeesareenn 91

5.9 2300 1 TP U PP POPRTOUPRUPPINt 92
59.1 REQUEST fOr SIZNATUIE .. .vveiiiiiee et ee e e et e e e e eaba e e e e eaba e e e e eataee e ennreeas 92
5.9.2 Signature NO LONGEr NEEAEM .......cooiiiiiie ettt e e et e e e e e e eearaeeeeas 92
5.9.3 All Signatures Have Been Obtained .........ooocuiiieiiiiiiiccieec et 93
5.9.4 Submission Has BEEN ProCeSSEd.......coouiiiiiiierieeiiiieiiee ettt ettt et e s ree e e e 93
5.10 Attachment Types —2009 and 2010 FOrm VErsiONS.......ccceccveeeiriieeeiiiieeeesiieeeessreeessssseeesssnnenas 94
5.11 Attachment Types — Form Version 2011V01.00......ccccccutiiiiiiireiriiieeeiiieeeesiieeeessreessssnseeessnnvens 96
5.12  Attachment Message HandliNg.........cccuuiiiiiiii ittt e e e e 100
PN - 1ol o 0 0[] 0 A @ Tl 1o V-SSR 100
5.13 Import a Filing Message HandliNg..........cooouiiiiiiiiie ettt evee e e eaee e e 101
JAN A - [o] a1 0 [T 0 A @ o T Tol G oY= SRR 101
o0 = o Vol oY/ o1 o o T OO PP PO PTPPPPPPPPRN 102
5.15  ENtity REQUITEMENTS ..eeeiiiiiiiiieieitteee ettt e e s s s et e e e e s s s bbae e e e e e s sssaabeaeaeeesssnnns 102
Chapter 6. B ge 0] o] =T o VoTo] 4 [Vt 103
6.1 POP-UPS BIOCKEA. .....eeiiieiiieecie ettt ettt ettt e et e e e et e e e e ebte e e e eabbeeeeeabteeesenseeeeeeseneansnnes 103
6.2 L8 oI WY o] oo =T I Yot f [ o HO PSRRI 104
Chapter 7. RESOUICES .. etteee ettt ettt e ettt e e ettt e e e tre e e e sbt e e e s e bteee e e bteeeesasteeesansteeesssteeessseeeessseeeensnses 105
7.1 ONIINE INSTIUCTIONS ....eeiiiiie ettt sttt ettt sae e sr e et be e ne e sreesaeeenne s 105
7.2 CONTACES .. a e e s era e e 105
7.3 Contact Center Hours of Availability.......ccceeieciiiriciiieeccce e e 105
Chapter 8. Yol oY 01771 0L PR 106

Vii



EFAST2 IFILE User’s Guide
Document Version ID 10.1/041112

Chapter 1. Introduction

The Employee Retirement Income Security Act of 1974 (ERISA) and provisions of the Internal Revenue Code
require certain employee benefit plans to submit information on their size, funding, operations, and other
characteristics to the Government every year on the Form 5500 series. This series was developed by federal agencies
that work together to enforce ERISA provisions and other statutes designed to protect the retirement benefits of the
nation’s workers. These agencies include the Department of Labor (DOL) Employee Benefits Security
Administration (EBSA), the IRS Office of Tax Exempt and Government Entities (TE/GE), and the Pension Benefit
Guaranty Corporation (PBGC). In an effort to update and streamline the current reporting system, the DOL has
enacted regulations that require electronic filing. EBSA 29 CFR Part 2520 RIN 1210-AB06 requires electronic filing
with plan years beginning on or after 01 January 2009. This guide is intended to provide the information and
instructions necessary for users to file ERISA related filings electronically using the Department of Labor’s
EFAST2 (ERISA Filing Acceptance System) Internet based filing application, IFILE.

1.1 Overview of the Electronic Filing Program

IFILE is a free limited-function web application that provides for the creation and submission of Form 5500 series
returns/reports by users. IFILE also provides for the saving and printing of filings in various stages of preparedness
and allows a user to create and edit any number of filings in multiple sessions. Filings created using IFILE can
consist of multiple filing components. These components can include individual forms, schedules, and attachments.
Users have the ability to create, edit, and save individual filing components. Once a filing is complete, including all
required schedules and attachments, users can electronically sign and submit completed filings for processing. The
IFILE interface includes systematic communication of messages to users regarding filing status up to and including
filing acceptance. The IFILE electronic filing application is accessed and utilized from an interactive web form-fill
application that is available to the public for use. A number of functions and features have been incorporated into
IFILE to make the system user friendly and easy to navigate including the presentation of each form/schedule as its
own individual web page. Details on the use of IFILE, from access to processing confirmation are included within
this user’s guide. Contact information for questions and support are also included at the end of this document within
the section labeled Troubleshooting.
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Chapter 2. Accessing the EFAST2 Website and IFILE

2.1 Obtaining Access

Users may obtain a valid User ID via the EFAST2 website by registering in EFAST2. This site is located at
www.efast.dol.gov. Detailed information on the registration process can be found in the EFAST2 Guide for Filers
and Service Providers.

During the application process, a user will be required to provide the following information:

First Name Zip/Postal Code

Last Name Daytime Phone

Address Email

City/Town Company Name

Country User Type

State/Province Challenge Question/Answer

Within five minutes of the online application being submitted, credentials will be established and an email sent to
the user with further instructions to complete their registration. Credentials provided to a user are comprised of the
following:

User ID (alpha-character A through W followed by seven numeric-characters)
PIN

NOTE: Credentials not used for three consecutive calendar years will
expire. Any user that encounters such expiration will be required to repeat
the registration process in its entirety. A password will expire after ninety
(90) consecutive days.

2.2 User Types

A registered user is a person who has registered with EFAST2 by providing basic contact information. At
registration time, a user selects one or more user types that are applicable to his or her work in IFILE.

EFAST?2 regulates access privileges based on the concept of user types. User types are a way to grant a user access
to sensitive or protected parts of the system. User types provide users the ability to perform multiple functions
without having more than one account in the system.

General public (non-Government) users choose user types during registration and can add or remove user types once
their account is active.


http://www.efast.dol.gov/fip/pubs/EFAST2_Guide_Filers_Service_Providers.pdf
http://www.efast.dol.gov/fip/pubs/EFAST2_Guide_Filers_Service_Providers.pdf
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Not all functions in IFILE are available to all users. Users choose their user type(s) at registration time and those
user types will drive the IFILE application and the functions and screens the user will see. The following user types
are applicable to IFILE:

1. Filing Author: Filing Authors can use IFILE to complete Form 5500/5500-SF and the accompanying
schedules, and submit the filing. Filing Authors can also use the web site to check filing status. Filing
Authors cannot sign filings unless they also have the Filing Signer role. If you are using EFAST2-approved
Third Party software to author your filing rather than IFILE, you do not need to check this box.

2. Filing Signer: Filing signers are Plan Administrators, Employers/Plan Sponsors, or Direct Filing Entities
who electronically sign the Form 5500/5500-SF. This role should also be selected by plan service providers
that have written authorization to file on behalf of the plan administrator under the EFAST2 e-signature
option. No other filing-related functions may be performed by selecting this user type alone.

3. Schedule Author: Schedule Authors can use IFILE to complete one or more of the schedules that
accompany Form 5500/5500-SF. Schedules created by a Schedule Author are not associated with a filing.
For a schedule created by a Schedule Author to be used in a filing, the schedule must be exported. This
exported file will then be imported by the Filing Author to the correct filing. Schedule Authors cannot
initiate, sign, or submit a filing [unless they are also a Filing Author and/or Filing Signer]. If the Filing
Author is using EFAST2-approved Third Party software to author your filing rather than IFILE, then you
do not need to check this box.

4. Government User: Government users may create and submit a filing on behalf of a company. When this
is done, it is called a Secured/Substitute Filing. Government users are assigned roles per the EFAST2
COTR.

The following table lists major functionality within the EFAST2 web-based filing tool and what user types have
access:

Function User type
Create or update a filing Filing Author, Government User
Create or update a schedule within a filing Filing Author, Government User
%irr?gte or update a schedule independent of a Schedule Author
Import/Export a filing Filing Author , Government User
Import/Export a schedule Filing Author, Schedule Author, Government User
Validate a filing Filing Author, Filing Signer
Sign a filing Filing Signer
Submit a filing Filing Author
Submit a secured/substitute filing Government User

Table 1. IFILE Function and User Type

Non-government users may have multiple user types. For example, a user may be a Filing Author as well as a Filing
Signer.
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2.3 Locating the EFAST2 Web-based Filing Tool (IFILE)

To access the EFAST2 internet/web-based filing tool (IFILE), enter the following URL in the address bar of an
Internet browser (web browser): http://www.efast.dol.gov.

EFAST2 will work with a variety of browsers, including Internet Explorer, Mozilla Firefox, and several other web
browsers. The examples in this guide reflect those of an Internet Explorer user. The most current release and at least
one older version of those browsers can be used to access the EFAST2 website.

Note: Users should turn off web browser pop-up blockers when using the EFAST2
website. The use of pop-up blockers can prevent the display of information. See
Chapter 6.1 for information on how to turn off pop-up blockers.

2.3.1 Key Areas on the Welcome Page

The URL will take you to the EFAST2 Filing Welcome page. From here, you can log into EFAST2 to access
current filings or schedules or create new filings using IFILE, depending on your user type(s).

UNITED STATES T oo
DEPARTMENT OF LABOR
Ato Z mdex | Site Map | FAQS | DOL Forms | About DOL | Contact Us
e (@) EFAST2 Filing - Welcome
- 5 0/ = ot
Mam
) EFAST2 & an abelectronc system desgned by the Department of Labor, Intemal Revenue Service, and Penson Benefit Guaranty
B ; Cotporation to smplfy and expedte the submsson, fecept, and processing of the Form 5500 and Form S500-SF, These forms must be
-_log electronically fied each year by empioyese benefit plans to satisfy annual reporting requirements under the Employee Retrement incoms
 Regiater Securty Act (ERISA) and the Intemal Revenue Code. Under EFASTZ, flers choose between using EF 23 ELWIR of
s A EF A ths websta (IFILE) to prepare and submt the Form 5500 or Form 5500-SF, Complated forms are sub: 0 EFAST2
for processing
-
X To search for 2000 Form 5500 fings, use the Focm S500/Famn S500-5F ¢
o r '
You may need to (sgarey for an EFAST2 account f you are préparing, sgning, or submitting completed Form 5500/5500-5F. If you are
akeady registered, pon and go to User Profie to waw your PIN and other registration information.
Support @
-
® Disacier Hekef People are Asking...
= Related Resouree o - Frocusntly Adksd Ous
- - e ~ -
E .
- -
Bsa a

(&) Hack to Top

Frequently Asked Questions | Freedom of Tnformation Act | Privacy & Secunity Satement | Disclaimers | Customer Servey | Web Site Natices

UL Owpartrrant of Labor, Frances Rarkine Sukdeg, 100 Coamwttiton Ave,, MW, Wishingson, DC 20010
wwwdelgay | Teuphone! 1-866-4E3-3278 { TTY/ +-677-889-5607 | Fam! 3-202-633-7888 | Comtact Ut

Figure 1. EFAST2 Welcome Screen (Guest/General Public User)



EFAST2

IFILE User’s Guide

Document Version ID 10.1/041112

1. Main Body: This is the area where information and functions will primarily be located. Click these links

for answer to questions People are Asking and for New and Noteworthy information.

2. Navigation Panel: This is where you will find links to EFAST2 filing functions, registration, and other

areas of interest.

a. Filings: Use the Form 5500/5500-SF Search link to search for filings that have been submitted
and processed by EFAST2. Once logged in, other IFILE-related functions will become available

here.

b. Main: Links to administrative functions including the Welcome page (this page), registering as
an EFAST? user, logging into the EFAST2 website, and accessing Form 5500/5500-SF

instructions and other User's Guides.

c. Support: Linksto FAQs and other support information, including a link to the Employee

Benefits Security Administration (EBSA) website.
3. General Department of Labor site information

4. Department of Labor contact information

2.4 Logging in to the EFAST2 Website

241 New to EFAST2

If you are new to EFASTZ2, you must first register before working with filings or schedules. To register, click
the Register link in the navigation panel on the left. You will be prompted to register as a user. Once
registered, return here to continue working in IFILE. (See the EFAST2 Guide for Filers and Service Providers

for further information regarding EFAST? registration.)

2.4.2 Registered User Login

1. If you are already an EFAST?2 registered user, click the Login link in the navigation panel on the left.

Filings

s Form 5500/5500-SF Search

Main

s \Welcome

DOUTEFAST2
EFAST Software and
Approved Vendors

ot P |
Instructions and

Figure 2. Login Link
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2. After clicking Login, enter your EFAST2 User ID and Password and click the Login button.
a. If you have forgotten your password, click the Forgot Password link.
b. If you have forgotten your User ID, click the Forgot User ID link.

c. You may also register from this screen by clicking the Register Now link or by clicking the
Register link from the left navigation panel (under Main).

d. After three failed login attempts, an email will be sent to the email account on record. The email
will indicate your account is locked and that you must use the Forgot User ID and Forgot
Password functions to recover these pieces of information. To use these options, you must enter
your challenge answer correctly, as described in the EFAST2 Guide for Filers and Service
Providers.
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Figure 3. Login Page

3. Following a successful login, the Filing Summary is displayed.

NOTE: The procedures in this guide that describe how
to use IFILE assume that you have logged into
EFAST2.
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2.5 Home - Filing Summary Page (Logged In)

This is the first page all registered EFAST2 users will see when logged in to the EFAST2 website. This page
contains a summary view of all un-submitted filings and/or schedules that the user has started or that have been
assigned to the user for a signature.
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Figure 4. EFAST2 Home Page/Filing Summary (Logged in User)

The Filing Summary page contains links to various areas of work.
a. User: Contains the name of the registered EFAST2 user currently logged in.

b. Filings Awaiting Completion and Other Work: Summary of all filings that have been started by the user
but have not yet been submitted to EFAST2. Filings awaiting completion have been created by an
EFAST?2 user with the user type Filing Author. Other work includes filings available to a Filing Signer and
Schedule Author.

At times, all sections of the Filing Summary may display "0 Items." This means there are no filings or
schedules have been started or are awaiting a signature of the user.
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As filings are created or imported, or as filings are assigned to a user for electronic signature, the "0 Items”
quantity will increase to reflect the number of filings available for each stage of the filing process.

c. Navigation Panel - Filings: This is the part of the main navigation menu that includes functions specific
to IFILE.

Functions Create a Filing and Import a Filing are displayed only for users with the user type Filing Author.

d. User Profile: EFAST2 users who are logged in to the EFAST2 website can click the User Profile link to
view or change their registration information, including adding or removing user types from their profile.
Multiple user types can and should be selected as applicable. The User Profile page is also where the user's
PIN is located.
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2.6 User Profile

For detailed information on User Profile, see the EFAST2 Guide for Filers and Service Providers. Once you have
logged in, in order to see what user types you have, click the User Profile link on the Navigation bar of the Filing
Summary (Home) page. Your current user types are listed under User Type.
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Figure 5. User Profile page, User Type(s)

Click the Home link in the right navigation panel to return to the Filing Summary page.
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Chapter 3. IFILE — Steps for Filing a Form 5500/5500-SF

Filings do not have to be completed in one session. You may save your work in progress by clicking the Save or
Save and Close button located at the top of each form and schedule. Once the initial form has been created, the
filing is saved until the user submits it, deletes it, or there is no activity on the filing for three years—at which time
the filing is deleted from the EFAST2 database.

NOTE: Filings in IFILE are not automatically saved. You must “click”
save before proceeding to another work area.

3.1 IFILE Workflow

The basic workflow for creating and submitting a filing via IFILE include:
1. Create a Form 5500 or 5500-SF using one of the available form years
Add the appropriate schedules
Add attachments, if needed
Validate the filing to check it for errors prior to submission
Associate the necessary signer(s) to the filing
Sign the filing or wait for the associated signer(s) to provide their electronic signature(s)
Submit the filing
Receive an Acknowledgement ID (Ackld) and email informing you that your submission has been received
Login to the EFAST2 website to check the status of the filing

© © N o g &~ D

3.2 Create a New Filing in IFILE

1. Click Create a Filing from the left Navigation bar on the Filing Summary page
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Figure 6. Click Create a Filing
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The Form Year Selection page appears.

NOTE: You must file on the correct Form Year for the Plan or

DFE year for which you are filing. If your filing year is not present, select
the most current Form Year displayed.

2.

The Form Year drop down menu contains the active form years. Select the year for which you wish to
create a new filing, and then click the Next button.
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Fig'ure 7. Form Year Selection Screen, Years
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3. The Form Type Selection screen appears.

4. The Form Type drop down menu contains two options: Form 5500 and Form 5500-SF (Short Form). Click
the arrow in the Form Type drop down menu to select the desired Form Type.

5. Enter a Filing Name (free-form text). The filing name can be anything of your choice as long as it does not
already exist on another un-submitted filing in your filing list. The name is displayed in your filing list
while the filing is in-progress. This fling name will not be transmitted with the filing data or retained once
the filing has been submitted.

6. Click the Create button.
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Figure 8. Form Type Selection Screen, Filled
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7. After selecting a form year, form type, and entering a filing name, the first page of the Form 5500 or 5500-
SF is displayed. An example of the Form 5500 is shown below.
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Figure 9. Form 5500, Part I, Blank

8. Fill out the Form 5500 or 5500-SF by using check boxes, selecting answers from drop-down menus, and by
entering data in the available fields.

e  For details on how to fill out the forms and schedules, click the Forms, Instructions and
Publications link and refer to the ERISA Annual Information Return/Reports Instructions

9. Each form and schedule is displayed in portions (or tabs). In this example, the Form 5500 contains 6
portions. After entering information, click a tab to go to another part of the form.

10. When you are finished filling out the form, click the Save and Close button.

e The form does not need to be completed at one time. You may save or close the form after it has
been created, even if no information has been entered.

e You may return to a saved filing at your convenience.

11. After clicking Save or Save and Close, you will be returned to the Filing Menu workspace. The Form
5500 (or 5500-SF) is listed in the Forms and Schedules section. This will display the form and schedules
you add as you are working on the filing.
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Figure 10. Filing Menu Workspace after Creating a Filing

12. Atany time, click Close to return to the Home — Filing Summary page.
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3.3 Open a Saved Filing

Once a filing has been created, it will be listed on the Home — Filing Summary page as In Progress. The name of
the filing will be displayed as the name you entered when originally creating the filing.

1. From the Filing Summary page, click the In Progress link.

Home - Filing Summary

o User:Suzanne Carlton

Summary View List View

Filings Awaiting Completion
< In Progress Your filings are saved to be edited further

1 Items

Your filings are saved but the users designated to provide signatures have not

Awaiting Signatures signed the filing yet

0 Items

Signed and Ready for All requested signatures have been acquired. These filings are ready to be
Submit submitted.

0 Items

Figure 11. Click In Progress to Return to a Saved Filing
2. On the Filing List page click the name of the filing you wish to open.

Home - Filing List

5 User:Suzanne Carfton

In Progress Your fiings are saved to be edited further Summary View

Last Updated

£

Name * Form Type = Form Year * Status =

< Lucas Salvage 401k FORM 5500 2011 In Progress E‘:.FZE,1,5,?D12 Replicate

Figure 12. Click the Name to Open a Saved Filing
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3. The Filing Menu workspace will display the form and schedule(s) already started in the Forms and
Schedules area.

4. Inthe Forms and Schedules area, click a form or schedule to select the one you wish to open.
5. Click Open.
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Figure 13. Filing Menu — Select a form or schedule and Click Open
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3.4 Add a Schedule to an Existing Filing

Schedules that may be submitted electronically with a filing are listed as Available Schedules. All schedules are
listed as available for a Form 5500. Only Schedules MB and SB are available for a Form 5500-SF.

Other than Schedule A, only one instance of each schedule is allowed. Some schedules, such as the Schedules MB
and SB, are mutually exclusive, meaning that once one is added, the other is removed as an Available Schedule.

Once a schedule is added to a filing, it appears in the Forms and Schedules list on the left of the Filing Menu
workspace and is removed from the list of Available Schedules on the right (except Schedule A, which can have a
system maximum of 9,999 instances).

3.4.1 Create a Blank Schedule

1. Inthe Available Schedules area, click a schedule to select the one you wish to create.
2. Click Create.
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Figure 14. Select a Schedule to Create
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3. The selected schedule will be created and opened to the first portion of the schedule.

NOTE: If the Form 5500/5500-SF has been filled out, the schedules that
are part of the same filing will inherit data from the Form 5500 or 5500-SF,
such as plan year beginning and ending dates, name of the plan, plan
number, plan sponsor’s name, and the EIN.

Answers that have been inherited from the form will be displayed in gray and are read-only. If necessary,
these answers can be edited only by closing the schedule and opening the Form 5500/5500-SF.
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Figure 15. Sample Schedule

T L .

4. Each schedule is displayed in portions (or tabs). In this example, the Schedule H contains six (6) portions.
After entering information, click a tab to go to another part of the schedule.

5. When you are finished filling out the schedule, click the Save and Close button.

e Forms and schedules need not be completed at one time. You may save or close forms and
schedules after they are created, even if no information has been entered.
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6. After clicking Save or Save and Close, you will be returned to the Filing Menu workspace.
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Figure 16. Schedule Added to Filing

The selected schedule is now listed in the Forms and Schedules section, which displays the form and schedules
you have created as part of the filing. The schedule you created will no longer be listed as an Available
Schedule (unless you created a Schedule A that can have more than one instance).

Note: The Schedule A Identifier is comprised of the values from Schedule A line 1(d) and 1(e) and is used to
differentiate when multiple Schedules A are present. Forms and Schedules other than the Schedule A will
contain no value in the Schedule A Identifier column of the Forms and Schedules section.
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3.4.2 Import a Schedule (XML)

1. 1.Toimport asingle schedule to an in-progress filing, select the schedule, then click the Import button.
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Figure 17. Import a Schedule

2. The Import Schedule screen appears asking you to specify the file to be imported.
3. Click the Browse button.

Import Schedule

) :
o User:Suzanne Carfton

To import a schedule from your local computer, fil out all inforrmation and click "Browse...". Once complete, click on "Import Schedule” to
import your schedule into the EFAST2 system.

Import Schedule:

Import Schedule ] [ Cancel]

Figure 18. Select Schedule Dialog
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4. Choose the file to import.
a. Select the file location.
b. Select the file.

c. Click Open.
(V& choose File to Upload _—— )

W* » Lucas Salvage 2010 filing v ‘ 45 | l Search Lucas Salvi

Organize v New folder

=
. Screen * Name Date modi... Type Size

Certificatio P p =~ i
feh Lucas Salvage Schedule Cxm 2/1172011 ... XML Document 37 KB
2011 g
| | I

Bl Desktop

9 Libraries |-
[] a Lucas Salvi
1% Computer
€l Network
@ Control Pai

& RecycleBir ~ | it ||

File name: Lucas Salvage Schedule Cxml v (All Files (**) v]

‘ Open c Cancel

Figure 19. Browse for Schedule

5. The path and file name of the selected file is now displayed in the Import File box.

NOTE: The selected file must contain valid XML for the selected schedule.

6. Click the Import Schedule button.

Import Schedule

-\f‘ User:Suzanne Carfton

To import 3 schedule from your local computer, fill out all information and click "Browse...". Once complete, click on "Import Schedule” to
import your schedule into the EFASTZ2 system.

Import Schedule: C\Users\carlsu\Desktop)\Lucas Salvage

[ Import Schedule ] Cancel]

Figure 20. Complete Schedule Import

7. The contents of the schedule XML file will import into the existing in-progress filing.
8. After saving or closing the schedule, you will be returned to the Filing Menu workspace.

The selected schedule is now listed in the Forms and Schedules section, which displays the form and schedules
you have created as part of the filing. The schedule you created will no longer be listed as an Available
Schedule (unless you created a Schedule A that can have more than one instance).
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3.5 Add Attachments to an Existing Filing

For information on encrypting or password protecting an attachment, refer to FAQ#27a on the EFAST2 website.
There are times when additional information is required that cannot be provided on existing forms or schedules.
You will need to attach this additional information to your filing.

Acceptable formats for attachments include PDF and plain text. No other formats are permitted.

The Accountant’s Opinion may only be provided as a PDF document. For filings requiring a Schedule SB or MB, a
signed Schedule MB/SB must also be attached to the filing as a PDF.

The EFAST2 system checks filings for errors. Some error checking requires the presence of specific attachments,
depending on the form and schedules being filed.

All attachments are scanned for viruses. If a virus is found, the Add Attachment process will be terminated.
See Section 5.12 for Attachment Message Handling.

Only one Accountant Opinion can be attached to a filing. Other than this number limit on the Accountant Opinion
attachment type, there are no restrictions (beyond the filing size limit) on the number of times an attachment type
can be used within a filing.

NOTE: Attachments are limited to a maximum file size of 60MB encoded
(about 44.3 regular/decoded) per FAQ#29 on the EFAST2 website gives
information on optimizing attachments to reduce file size.

3.5.1 Add an Attachment
1. To add an attachment, click the Add Attachment button on the button ribbon of the Filing Menu.

Subscrbe to E-rpd Updiztes © ool @ ESA Advanced Sewrch
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DEPARTMENT OF LABOR

Ao Z ndex | Site Map | FAQs | DOL Forms | About DOL | Contact Us

B s
Lucas Salvage 401k (Last updated On : 03/01/2012)

' - ] Create PDF | Validate | Add Signers | 1 ‘ Delete l Cloge ]

Figure 21. Add Attachments Button

2. The Add Attachments page is displayed.

3. The Add Attachment page contains a drop-down menu to select the Attachment Type, and a browse button
to locate the Attachment File you wish to attach to the filing.

NOTE: Filings and associated attachments are open to public inspection.
Do not include social security numbers in attachments.
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4. Select an Attachment Type from the drop down menu that corresponds to the file you are attaching.
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8-
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e Add Attachment

® [moort » Fivg

o’ Craate & Schedd aa UseriSuzanne Garton

-

~ - To ad¢ an attachment from your local computes, Al out i nformation and dick "Browse...". Once compléte, dick on "Add Attachment™ to

add your attachment into the EFAST2 system,

HMam

s Be aware that fillings and associated attachments are open to public inspection. Do not indude social security numbers in

SN the attachments,

-

e ek Attachment Type: ~Select 1}

- A Attachment Fle - >

" E = Accountants Opineon

Active Patticpant Data
Actuarial Assumpson Methods
+ Actuanal Cartification
Anematve 17 - Year Funding Scheduls for Airnes
() BacktoTop | Agsess Lisbility Transfer
Balances Subject to Binding Agreement wih PEGC
CFR 2520 104-50 Statement
Change m Non-Prescribed Actuanal Assumplions
E-Signature Abermnasve
Funding Improvemant Plan
llustration Supporting Actuanial Cedification of Status
EBSA Informaton on Use of Substitute Martaity Tables
Justification for Change in Actuanal Assumptions ——

Figure 22. Attachment Type Drop Down Menu

m

5. Next, click the Browse... button to find and select the file you wish to attach.

Add Attachment

' .
e ) User:Suzanne Carfton

To add an attachment from your local computer, fil out all information and click "Browse...". Once complete, click on "Add Attachment” to
add your attachment into the EFAST2 systam.

Be aware that filings and assocdated attachments are open to public inspection. Do not include social security numbers in
the attachments.

Attachment Type: Accountant's Opinion -

Attachment File:

’ Add Attachment ] [ Cancel ]

Figure 23. Attachment Type Populated

6. Find and select the file to be attached. Remember, the Accountant’s Opinions and the signed schedule
MB/SB that has to be attached to a filing may only be in PDF file form. All other attachments may be
either a plain text or PDF file. The process to add PDF and TXT files is the same.
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7. Click the Open button. If you wish to cancel the attachment process, click the Cancel button.

) » Lucas Salvage 2010 filing

Y. | ¥ | ' Search Lucas Salvage 2010 fil...

Organize v New folder = v @
1. Screen * Name Date medified Type :
. Certificatio - s z
= ‘ B Lucas Salvage Acct Opinion,pdf 3/3/2011 8:28 AM PDF File
q - - B Sched Assets Held.pdf 3/3/2011 8:28 AM PDF File h
B Desktop Letter to DOL.txt 3/7/2011 9:45 AM TXT File
4 Libraries |- Lucas Salvage Schedule Cxml 2/11/2011 3:01 PM XML Document
(] . Lucas Salvi

1% Computer

‘h Network

(5 Control Pai

& RecycleBir = ¢ | U | »

File name: Lucas Salvage Acct Opinionpdf v | All Files () -|

[open | |

Cancel ]

Figure 24. Browse To and Select File to Be Attached

8. Click the Add Attachment button to complete adding the attachment to the filing.

Add Attachment

() -Suza
e User:Suzanne Carltan

To add an attachment from your local computer, fill out all information and click "Browse...". Once complete, click on "Add Attachment” to
add your attachment into the EFAST2 system.

Be aware that filings and associated attachments are open to public inspection. Do not include social security numbers in
the attachments.

Attachment Type: Accountant's Opinion -

Attachment File:

CUsers\carlsu\Desktop\Lucas Salvage Acct Opinion.pdf

SCTER

Figure 25. Attachment File Populated
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9. Once the file is attached, it will be listed in the Attachments section of the Filing Menu. You will see the
element name on the left and the name of the file you attached on the right, with one exception. In the case
of the Accountant’s Opinion, the file name will always show as “AccountantOpinion.pdf”. In all other
cases, the name of the actual file will be shown.
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Figure 26. Attachments Added to Filing

25



EFAST2 IFILE User’s Guide

Document Version ID 10.1/041112

3.5.2 View an Attachment

1. Toview an attachment, select the attachment you wish to view from the Attachments list of the Filing
Menu and click the View button on the right.

> E-mad Ugeigtes © Alpot @ EBSA Adverwed Search
) e e m T —
|
D E PA R T M E NT O F LA BO R Z Index | Site Map | FAQs | DOL Forms | About DOL | Contact Us
Lucas Salvage 401k (Last Updated On : 03/01/2012)
|t amachimente | Expon [ crests POF [ vaidote [ 204 sgnars | | o | Deiee | ciose |
Forms and Schedules Available Schedules
Type Sch A tdentifeer i i
Fom SS00 s A Scheduke A
Scheduke H : Schaduke UB
Schedul 58
Schedule C
Scheduie D
Attachments Schedule G
« Schedule |
' i i Schedule R
AccoustantOpnon AcoountantOpnon pat t—__ . e -
OthurAMachment Latiat 1o Govermest Lxl
PaPppp—— :.:;;J.’;m.rn;n 401k Sched Ansata

¥ raqueatly Acked Questions | Freedom of Information Act | Provacy & Secanty Statemwnt | Diudeimers | Cuvtomer Sarvey | Wab Sitn Hotxes
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e delgey | Telphone: 1886463137 | TIY: L4780 0020 | Maxz 12000937658 | Comtact Us

Figure 27. View Attachment

2. The attachment will open using the corresponding software on your computer for the selected file type.

NOTE: To view a PDF attachment you will need PDF Reader software.
This is available as a free download on the Internet.
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3.5.3 Delete an Attachment

1. To delete an attachment, select the attachment you wish to delete from the Attachments list of the Filing
Menu and click the Delete button on the right.

Attachments

AccountantOpinion AccountantOpinion. pdf &%{h{?
OtherAttachment Letter to Goverment.txt *— = ‘

SchassetsHeld Lucas Sahlvage 401k Sched Aszsets

Held.pdf -

Figure 28. Delete Attachment

2. Click Yes or No to confirm your wish to delete the attachment.

Add Attachments | Export | Create PDF | Validate | Add Signers Delete Close
Forms and Schedules Available Schedules
Type Sch A ldentifier
Form 5500 Schedule A
Schedule H Schedule MB
Warning
Do you really wish to delete this attachment from this system?

Attachments

AccountantOpinion AccountantO pitrorpa

OtherAttachment Letter to Goverment.bxt

Lucas Salvage 401k Sched Assets
Held.pdf -

Figure 29. Confirm Delete

SchAssetsHeld

a. Confirm delete:
1) Click the Yes button to delete.

2) The system deletes the attachment and it disappears from the Attachments list. Thisis a
permanent delete. To attach it again, follow the Add Attachment instructions above (3.5.1).

b. Cancel the delete.
1) Click the No button to cancel the delete. The attachment will not be deleted.

c. Inboth cases, you are returned to the Filing Menu. If you confirmed the delete, the attachment is gone
from the Attachments list; otherwise, the attachment remains.
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3.6 Validate the Filing to Check for Errors

Once you have completed your filing, it is recommended you check it for errors prior to associating the signer(s) to
the filing. With the exception of checking signatures, the same validations are performed using Validate that are
automatically performed after the filing is submitted. Passing this validation is not a guarantee of acceptance of the
filing.

1. To validate a filing, click the Validate button on the button ribbon of the Filing Menu.
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Figure 30. Validate Filing
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2. The filing will be checked for errors. If errors are found, they will be displayed in a separate pop-up

window. This is done to allow you to toggle between your filing and error report as you attempt to fix the
errors.

There are two levels of errors that will be reported:
Schema errors: Schema errors will prevent the filing from being submitted.

Errors and Warnings: Errors or warnings will not prevent a filing from being submitted but will alert the
preparer to inconsistent data, omissions, or other barriers with their submission. By validating each filing and

making necessary corrections before signing and submission, the preparer can avoid amendment and potential
for correspondence, rejection, and penalties.

Help

¢ Favorites & Validate - In Progress Filing Errors - Windows Internet Explorer

88 : S| & Filing Me lg‘ https:/ ww»\r.efast‘dol.gvovg)oxtik"a‘pr;:')r“flhngUpdate?executlon: e2sl

Validate - In Progress Filing Errors

Below is 3 list of problems the EFAST2 automated system has identified in your return/report.

Lucas Salvl Records Returned: 4

Filing Name:Lucas Salvage 401k

Severity ¢ Error Code Description #

Error: Either Form 5500, Line 10b(4) Box is checked and no
Add Attachmen ERROR X-017 Schedule C is provided, or Schedule C is provided and Form 5500,
Line 10b{4) Box is not checked.

Error: Either Form 5500, Line B (short plan year filing) is checked,
Forms and but the Plan Year End minus the Plan Year Begin date is not less
than 12 months or Form 5500, Line B (short plan year filing) is not
checked, but the Plan Year End minus the Plan Year Begin date is
less than 12 months.
Form 5500

Warning: Form 5500, Line B (Final Return/Report) is checked,
however the criteria for termination have not been met. Review the
instructions for filing a final return.

Schedule H WARNING

Error: Form 5500, Line 8a cannot be missing or invalid when the Plan
Number is less than 501. Refer to the Form S500 instructions for a
complete list of valid Pension Benefit Codes.

AccountantOpinion

SchAssetsHeld

If, after reasonable attempts to correct your filing to eliminate the identified problem or problems, you
are unable to address them, or you believe that you are receiving the message in error, call the EFAST2
help desk at 1-866-GO-EFAST (1-866-463-3278) or contact the service provider you used to help
prepare and file your annual return/report. The EFAST2 help desk hours of operation are 8:00 a.m. to
8:00 p.m, Eastern Time, Monday through Friday, except for Federal holidays.

Close this window |

& Intemet | Protected Mode: On

@ Internet | Protected Mode: On

Figure 31. Filing Validation Error Report

3. Toclose the error report window, close the window as you would any other browser window or tab or click
the Close this window button.
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3.7 View the Filing as a PDF

This function creates a PDF file that may be opened immediately or saved to your computer. Pop-up blockers may
prevent the downloading of a PDF file. Further details regarding pop-up blockers may be found in the EFAST2
Guide for Filers and Service Providers.

3.7.1 Open or Save PDF of Entire Filing

1. From the Filing Menu page, click the Create PDF button on the button ribbon at the top of the page.

O Mo @ E55A Advured §

Q U N ITED STATES — E-at .“ - Em _n:! tin DOL —:LE m

DEPARTMENT OF LABOR

Alo Z Index | Site Map | FAQS | DOL Forms | About DOL | Contact Us

- T
Lucas Salvage 401k (Last Updated On : 03/01/2012)

I Add Attachements l Expon(C:c&: PD’F){uldm ] Add Signers l Enat j | Delete : Close
actacaac Boa? T, | | X |

Figure 32. Create PDF of Entire Filing

2. You will be prompted to open the file immediately, save it to your computer, or cancel the download.

a) Save: Will save the filing to your computer. You may view it at any time.

r 7 ™\
File Download &J

Do you want to open or save this file?

Name: ViewFormSchedule,pdf
Type: Application
From: www.efast.dol.gov

[ Open ][ Save ] [ Cancel ]

5 While files from the Intemet can be useful, some files can potentially

ham your computer. if you do not trust the source, do not open or
save this file. What s the rigk?

Figure 33. Open/Save/Cancel PDF
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Figure 34. Save to File

-
Download complete
ey

-3_‘9' Download Complete

ViewFormSchedule.pdf from www.efast.dol.gov

Downloaded: 243KBin 2 sec
Download to: C:\Userssheraa\D..\Lucas Salv 2010.pdf
Transfer rate: 121KB/Sec

[] Close this dialog box when download completes

[ open | [openFolder | [ Close |

| 2! SmartScreen Filter checked this download and did not report any
=) threats. Report an unsafe download

Figure 35. PDF Download Complete

b) Open: Will open the filing in a new window using software on your computer that can display
PDF files (such as Adobe Reader.)

c) Cancel/Close: Will cancel the operation and return to the Filing Menu page.

3.7.2 Open or Save PDF of Individual Filing Component

1. To create a PDF of a single component of the filing from the Filing Menu page, click a form or schedule
from the Forms and Schedules section of the screen and then click the Create PDF button on the right.

2. You will be prompted to view the file immediately, save it to your computer, or cancel
a. Save: Will save the component to your computer. You may view it at any time.

b. Open: Will open the component in a new window using software on your computer that can
display PDF files (such as Adobe Reader).

c. Cancel/Close: Will cancel the operation and return to the Filing Menu page.
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3.8 Export the Filing Data (XML)

Users have the ability to export XML filing data from IFILE. This functionality allows users to export a filing or
filing component(s).

Using the export function, users have the ability to save an XML file of the selected filing or filing component(s) on
their computer. The XML file can be saved, imported into another software program, or sent to another user.

An export of a signed filing will not contain the signature elements in the Filing Header and is therefore, not
considered a valid signed filing. The signed filing in EFAST2 remains a valid signed filing.

3.8.1 Export Entire Filing or Form 5500/5500-SF

1. From the Filing Menu page, click the Export button on the button ribbon at the top of the page.

O Mo @ E35A Advarced Sawrch

(T) UNITED STATES T I
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l &ddm‘:fn‘-cnﬁ Expoﬂ}c&: PDF l Valdate ] Add Signers l Enat ‘ Delete , Close
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Figure 36. Click Export from Button Ribbon

2. You will be prompted to open the XML file, save it to your computer, or cancel the download.

r R
File Download &l

Do you want to open or save this file?

g Name: FORM_5500.xml
xml Type: XML Document

From: www.efast.dol.gov

Open ] [ Save J [ Cancel ]

I | While files from the Intemet can be useful, some files can potentially
g ham your computer. if you do not trust the source, do not open or
= savethisfile. What's the risk?

Figure 37. Export Filing Prompt

a.  Open: Will open the XML-formatted filing in the default XML editor/viewer on your computer.
b. Save: Will save the XML-formatted filing to your computer.

c. Cancel: Will cancel the operation and return to the Filing Menu page.
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B’ TextPad - [C:\Users\DesktopiLucas Salvage 2010 filing\FORM_5500.ml ] |l | S

E| File Edit Search View Toels Macres Configure  Window Help - | =] =
DEHE &SRB 2 2 DV HE | T e n?

1= <efa=t  Prior¥YearInd:0<-efast Prior¥earInd: =
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<efa=st:CollectiveBargainInd:0<-efast : CollectiveBargainlnd:
<efast Form5oS8ipplicationFiledInd»0< efast  Form5558ApplicationFiledInd:
<efa=st ExtiutomaticInd:0< efast ExtiutomaticInd:
<efast DFVCProgramInd:0<-efast : DFVCProgramInd:
<efast ExtSpeciallnd:0¢ efast ExtSpeciallnd:
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10 53 Read Owr Block Sync Rec Caps

FiEure ?:8.LExported Filing, Opened in a file Editor/Viewer
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3.8.2 Export Individual Form or Schedule
Users also have the ability to export XML-based individual filing components for importing into other software
or to send to another user.

1. From the Filing Menu page of the filing, select the schedule you wish to export from the Forms and
Schedules list and click the Export button on the right.
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Figure 39. Export Schedule Prompt

Schissetsield

2. You will be prompted to open the XML file, save it to your computer or cancel the download.

a.  Open: Will open the XML-formatted form or schedule in the default XML editor/viewer on your
computer.

b. Save: Will save the XML-formatted schedule to your computer.
c. Cancel: Will cancel the operation and you will be returned to the Filing Menu page.
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3.9 Delete Filing Data

3.9.1 Delete Entire Filing

1. From the Filing Menu workspace, click the Delete button on the button ribbon.

° UNITED STATES -mm —

D E pART [I'q E NT OF LABO R Alo Z Index | Site Map | FAQS | DOL Forms | About DOL | Contact Us
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Lucas Salvage 401k (Last Updated On : 03/01/2012)

Imwj Expon | Create PDF | vaidate | AddSignens | 5o | Ermsie 2 | St | q‘gm:; Yiose |

Figure 40. Delete Filing

2. Click Yes or No to confirm your wish to delete the form and all associated information from the IFILE
system.

O Ao @ =03 Advancnd Sawch

UNITED STATES

DEPARTMENT OF LABOR Mn!han&lﬂnmumwtx folmltu:uull | Contact Us

=
Lucas Salvage 401k (Last Updated On ; 03/01/2012)

|| Add Atschwrents | Espont | Creat= POV | Valdat= | Add Signers O=fete Clpge
forms and Schadules Avallable Schedules
Type 5ot A e v rning

Do you realy wish to deiete tha fing and remove 3l e
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Figure 41. Confirm Delete

a. Confirm delete:
1) Click the Yes button to delete.

2) The system deletes the filing in its entirety, including the form and all the schedules and
attachments. This is a permanent deletion.

3) You are returned to the Filing Summary page. The filing no longer appears in the list of filings
in any category (In Progress, Awaiting Signatures, etc.).

b. Cancel the delete.
1) Click the No button to cancel the delete. The filing is not deleted.

2) You are returned to the Filing Menu.
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3.9.2 Delete Individual Schedule

1. From the Filing Menu (see Figure 42), select the schedule you wish to delete and click the Delete button in
the Forms and Schedules section (Schedule H, in the example).
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Figure 42. Delete Schedule

2. Click Yes or No to confirm your wish to delete the selected schedule.
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Figure 43. Confirm Delete
a) Confirm delete:

1) Click the Yes button to delete the schedule. This is a permanent delete.

2) You are returned to the Filing Menu and the schedule no longer appears in the list of Forms and
Schedules. In addition, the deleted schedule is replaced in the list of Available Schedules.

b) Cancel the delete.
1) Click the Cancel button to cancel the delete. The schedule is not deleted.

2) You are returned to the Filing Menu with the schedule intact.
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3.10 Add the Appropriate Signer(s) to the Filing

The IFILE Signing process is composed of two parts:
1. Adding signers to a filing
2. Signing the filing
Prior to submission of a filing for processing, the required electronic signature(s) must be applied to the filing.

The EFAST2 system allows as few as one or as many as three signatures per filing. The signing roles available are:
Plan Administrator/Service Provider, Plan Sponsor, or DFE (Direct Filing Entity).

IFILE allows multiple individuals to electronically sign a filing if necessary. All signers must be registered and have
an active EFAST2 User ID with the user type of Filing Signer.

In IFILE, the Filing Author creates a filing with the necessary forms, schedules, and attachments and then uses the
function to add the Filing Signer(s) to the filing using the signers email address. If the Filing Author will also be
signing the filing, the Filing Author must also have the user type of Filing Signer and associate themselves to the
filing as a signer. Each signer is notified via email when a filing is ready to be electronically signed.

3.10.1 Add Signers

The Filing Author adds the signer(s) to the filing. If the Filing Author is also the plan sponsor or plan
administrator, the author also must have the Filing Signer user type to be able to sign the filing. For guidance on
who should sign a filing, see the Form 5500/5500-SF Instructions.

Only users with the Filing Signer user type can be added to a filing for signing purposes.

1. From the Filing Menu, click the Add Signers button on the button ribbon.

becrive bo E-oa Uodates Omr.x .r-xnm"....

) il T CTTTT—

DEPARTMENT OF LABOR

Ao Z Index | Site Map | FAQS | DOL Forms | About DOL | Contact Us

a
Lucas Salvage 401k (Last Updated On : 03/01/2012)

I Add Attachements | Export | Create PDF | valdn@du Signers | l Enat Delete Close
| | | = >, | |

Figure 44. Add Signers

2. Onthe Add a Signer page, enter the email address of the Filing Signer to be added to this filing and then
click the Add button.

NOTE: EFAST2 Frequently Asked Question #31 states "If the same person
serves as both the plan sponsor and plan administrator, that person only needs to
sign as the plan administrator on the ‘Plan Administrator’line.”

Therefore, a signer who is both the plan sponsor and plan administrator needs to
be added only once, as long as the signer selects to sign using the role of “Plan
Administrator” (see section 3.11).
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Add a Signer

-". User:Suzanne Carlton

Please add any reguired signers. You may delete or add signers at any time. Once signatures have been added, you may check here to
see which ones are still needed. If the same person serves as both the plan sponsor and plan administrator, that person only needs to sign
as the plan administrator on the "Plan Administrator” line.

* Signer's Email: s.carten@xyzmail.com -‘— Add

Added Signers

Email Name Signed As

To go back use Done button.

Figure 45. Associate a Signer

3. If the email address matches a valid EFAST2 user with a user type of Filing Signer, the user is added to the
list of signers.

Add a Signer

' .
il User:Suzanne Carlton

Please add any reguired signers. You may delete or add signers at any time. Once signatures have been added, you may check here to
see which ones are stil needed. If the same person serves as both the plan sponsor and plan administrator, that person only needs to sign
as the plan administrator on the "Plan Administrator” line.

* Signer's Email: | Add

Added Signers |

Email Name Signed As

s.cartton@xy zmail. com “_ Suzanne Carton

To go back use Done button.
Figure 46. Signer Added to Filing
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a. If the email address does not match a valid EFAST?2 user, an error will be displayed.

Add a Signer

A User:Suzanne Carfton

Please add any required signers. You may delete or add signers at any time. Once signatures have been added, you may check here to
see which ones are still needed. If the same person serves as both the plan sponsor and plan administrator, that person only needs to sign
as the plan administrator on the "Plan Administrator” line.

® The following error(s) have occurred

+ The email you entered cannot be found, please check your entry. If your entry is correct, please ensure that the signer is
registered within the EFAST2 system.

* Signer's Emaill | montalban@island.com Add

Figure 47. Invalid Signer — Email Cannot be Found

b. If the email address matches a valid EFAST2 user but the user does not have the Filing Signer user
type, an error will be displayed.

Add a Signer

v User:Suzanne Carfton

Please add any required signers. You may delete or add signars at any time. Once signatures have been added, you may check here to
see which ones are stil needed. If the same person serves as both the plan sponsor and plan administrator, that person only needs to sign
as the plan administrator on the "Plan Administrator” line.

® The following error(s) have occurred

= The user associated to this email is not authorized to sign your fiing. Please ensure that they have registered for the appropriate
role within the EFAST2 system.

* Signer's Ermail: atairEDﬂ@gmail.com
Figure 48. Invalid Signer — Not Authorized to Sign

4. After adding the necessary signer(s), click the Done button.

a. Note: The Done button can also be used if no signer will be added at this time.

Add a Signer

ua User:Suzanne Carlton

Please add any required signers. You may delete or add signers at any time. Once signatures have been added, you may check here to
see which ones are still needed. If the same person serves as both the plan sponsor and plan administrator, that person only needs to sign
as the plan administrator on the "Plan Administrator” line.

* Signer's Email: | Add

Added Signers |

Email Hame Signed As

5. carton@acyzmail. com Suzanne Carlton

To go back use Done button.

Figure 49. Done Associating Signers to Filing
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5. The user is returned to the Filing Menu.

a.  Once a signer has been added to the filing, the Add Attachments, Export, and Validate buttons are
disabled in the button ribbon.

b. The Enable Edit Button can be used to remove the signers that have been added so that the filing can
be edited or validated. To re-enable edit, see section 3.12.

c. The Submit button is disabled until the filing has been signed.

O Moo @ 5554 Advanond S
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Figure 50. Signer Add to Filing, Functions are Replaced with Enable Edit Button

d. If the Filing Author is also the Filing Signer, the Sign button will be enabled.

Add Attachments | Export | Create FDF | Validate | Add Signe Sign }nable Edit | Subrmit |

Figure 51. Button Ribbon - Filing Author also is Filing Signer

e. If the Filing Author is not also a Filing Signer, the Sign button will be disabled.

Add Attachments | Export | Create PDF | Validate | Add Signer{ Sign }nable Edit | Submit |

—_—

Figure 52. Button Ribbon - Filing Author is Not Filing Signer
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3.10.2 Delete Signer

1. To delete a signature, click the Delete button next to the user’s email address.

Add a Signer

' .
5a User:Suzanne Carlton

Please add any reguired signers. You may delete or add signers at any time. Once signatures have been added, you may check here to
see which ones are still needed. If the same person serves as both the plan sponsor and pln administrator, that person only needs to sign
as the plan administrator on the "Plan Administrator” line.

* Signer's Email:

Added Signers |

Email Name Signed As

s carton@xy=zmail.com Suzanne Carlton
john.doe@hotmail com John Doe —_—

To go back use Done button.

Figure 53. Delete a Signer from a Filing

3.10.3 View Signer

1. To view the pending or acquired signature(s), open the Awaiting Signature or Signed filing.
2. Click the Add Signers button.

Add a Signer

‘ .
') User:Suzanne Carlton

Please add any required signers. You may delete or add signers at any time. Once signatures have been added, you may check here to
see which ones are still needed. If the same person serves as both the plan sponsor and plan administrator, that person only needs to sign
as the plan administrator on the "Plan Administrator” line.

* Signer's Email:

Added Signers |

Email Name Signed As

s.carften@xyzmail. com Suzanne Carlton
ted. striker@airplane.com Ted Striker Plan Sponsor

To go back use Done button.
Figure 54. View Signer Role on a Filing
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3.11 Sign a Filing Electronically using EFAST2 Credentials

When a user is associated to a filing, EFAST2 sends the user an email notifying them that they have a filing to sign.
The user logs into EFAST2 to view any filing(s) awaiting signature.

1. From the Filing Summary page, click the Filings Awaiting Your Signature link under Other Work.

U N IT E D ST AT E S Subscribe to E-mail Updates @ alpoL @ EBSA Advanced Search

Enter E-mail Address Find k In DOL

Ato Z Index | Site Map | FAQs | DOL Forms | About DOL | Contact Us

DEPARTMENT OF LABOR

E-mail This Page E" Print This Page

Filings HH
m Create a Filing Home - Flllng Summarv
= Import a Filing
m Create a Schedule
m Submissions ol User:Suzanne Carlton
m Form 5500/5500-5F Search
AT Summary View List View
= Welcome
= Home |Filings Awaiting Completion
= Logout In Progress Your filings are saved to be edited further
m User Profile 0 Items
m Helpdesk Requests
= About EFAST2 Awaiting Signatures our filings are saved but the users designated to provide signatures have not
m EFAST Software and signed the filing yet
Approved Vendors 1 Ttems
n Fol'njs. ;nstructions and
Eukcali: Signed and Ready for All requested signatures have been acquired, These filings are ready to be
Submit submitted.
Support 0 Items
= FAQ
m Disaster Relief
m Related Resources |01her Work
: itit:jst ( gﬂ%ﬁ;ﬂlﬂ ‘You must sign these filings before they can be submitted
1Items
EBSA
Schedules Schedules that you have created
0 Items

@ Back to Top

Frequently Asked Questions | Freedom of Information Act | Privacy & Security Statement | Disclaimers | Customer Survey | Web Site Notices

U.S. Department of Labor, Frances Perkins Building, 200 Censtitution Ave., NW, Washingten, DC 20210
wovevidol.gov | Telephone: 1-866-463-3278 | TTY: 1-877-885-5627 | Fax: 1-202-653-7888 | Contact Us

Figure 55. Filing Summary — Filings Awaiting your Signature
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2. Onthe Filing List page, click the name of the filing to be signed.

UNITED STATES

DEPARTMENT OF LABOR

Ao Z ndex | Sie Map | FAQS | DOL Forms | About DOL | Contact Us

: o 2
g Home - Filing List
-
Al < Y User:Suranne Carton
-
-
Filings Awaiting Your Qe
J Qry Visy
Main Signature
. h
o Name o FormType ¢ Form Year o Status ¢ L"""""x -
-
FRe > S War 0%, 2012 o
” FORN S50 201 Awating Sgeatures T Replcte
-
Y N G B A S WA L S UPU L U S P OC  S RSP U Pr L AP RT T —— —_—

Figure 56. Filing Summary — Filings Awaiting Your Signature

3. Click the Sign button to sign the filing.
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Figure 57. Sign Filing
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4. Read the Signature Agreement, check the box to confirm that you have read it, and accept the agreement.

Signature Agreement

Pleasa read and accept the folowng statement to continue

For plan adk ators, plan sp % or DFEs eloctronically signing retum/report:

Under penalies of peruty and other penaltes sot forth b the nstructions, [ declire that T have xamned ths return/report, ncuding accompanying schedules,
statements and attachments, as wel as the slectronic version of thes retum/report, and to the bast of my knowdadpe and belef, K & true, correct, and complete,

For practrtioners authorzed to electronically sign return/report:

I cartfy that [ have been spechicaly authorzed m wrtng by the pbin adrmnstrator/erployer, as apphcable, to entar my EFAST2 PIN on thes retum/report n order to
elactronicaly submit thes retum/report, T further certiy that: {1) [ will retain 3 copy of the admnetrator's/ emplayer’s specfic witten authorgation n my records; (2) 1
have attached to the electronic fing, n addtion to any other required schedules of attachmants, 3 true and comect pdf copy of the fist two pages of the
compieted Form 5500 or Form 5500-5F retum/report beanng the manual signature of the pbn admmnistrator/employer under penaky of pegury; (3) [ advised the plan
admnetrator/employer that by selecting this electronic signature option the pdf mage of that manual signature wil be nduded weh the rest of the retum/report
posted by the Department of Labor (DOL) on the Intamet for public dscosure; and (4) 1 wil comrmunicate to the plan adminstrator/employer any mguires and
nformation that I receve from EFAST2, DOL, IRS or PEGC regarding the annual returm/report,

1 have read this aqrw’rv@

'Tmept}qteemem R ) D;cllne Ageeament

Figure 58. Signature Agreement Statement

a. If you decline the privacy agreement, you will be asked to confirm that you are declining the
agreement. If you click the Yes button, you will not be allowed to sign the filing.

5. After accepting the Signature Agreement, enter your EFAST2 User ID (a single letter followed by 7
numbers) and the exact 4-digit PIN and then select the appropriate signing role. The User ID is not case-
sensitive.

a. If you do not remember your PIN, it can be found on your User Profile page. Click Cancel to return to
the previous page, close the filing, and then click the User Profile link in the navigation bar on the left
side of the page.
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Figure 59. Sign Filing

6. Once avalid EFAST2 User ID and PIN have been entered and a signing role has been selected, click the
Sign button.
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NOTE: EFAST2 Frequently Asked Question #31 states "If the same person
serves as both the plan sponsor and plan administrator, that person only needs to
sign as the plan administrator on the ‘Plan Administrator’ line.”

Ou: @ ERSA Advanced Sewch

UNITED STATES T I

DEPARTMENT OF LABOR

Ao Z Index | Site Map | FAQs | DOL Forms | About DOL | Contact Us

B sen
Sign Filing

* Usar ID: AT080543 -
* PIN: “eee ‘-—

* Please select the role for which you are signing: |- Select - i v | f—

- Select -

I the same person serves as both tha plan spoNSor I ———— ne=d= to sign 35 the plan administratar on the "Plan Adminstratoe” Ine
Plan Sponsor ¢l

DFE
i_ Cancel

Frequuntly Asked Questions | freetas of Informetion Act | Privecy & Secunty Statement | Discluimers | Custormer Sarvvy | Wek Site fotices

B

e Budding, 300 Coosttition Ave. MW, Wimhinge=n, OC 20120
mnwmmmntmm-rwmwmu
Figure 60. Enter User ID, PIN, and Select a Signer Role

7. Once you have signed the filing, it no longer appears in your Other Work queue.

|Other Work

Filings Awaiting Your
Signature

0 Items

You must sign these filings before they can be submitted

Schedules Schedules that you have created
0 Ttems

Figure 61. Filing No Longer Listed as Filing Awaiting Your Signature on Filing Summary Page
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3.12 Enable Signed Filing for Further Editing (if necessary)

Once a signer has been added to a filing, the filing is locked from editing because the signing process has been
started. However, if changes are necessary for any reason, the filing can be enabled for further editing.

The Filing Author can enable the filing for editing. This function removes all signers or signatures added to the
filing. Once changes have been made, the Filing Author must add the signer(s) to acquire the signature(s) again.

A filing can be enabled for editing at any point prior to submission. Once a filing is submitted successfully, any
necessary changes to the filing must be made by submitting an amended filing.

NOTE: The Enable Edit button will only appear in the Filing Menu button ribbon
for the Filing Author if a filing is locked from editing because of signatures.

1. Open the filing. Once the Filing Signer is associated to the filing, the filing will be found under Awaiting

Signature or Signed and Ready for Submit.

| Filings Awaiting Completion |

In Progress Your filings are saved to be edited further
0 Items
Awaiting Signatures Your filings are saved but the users designated to provide signatures have not

signed the filing yet
0 Items

Submit submitted.
1Items
P

( igned and Ready for All requested signatures have been acquired. These filings are ready to be

Figure 62. Filing Author has Already Added Signer(s), Needs to Enable Edit
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2. Click the Enable Edit button on the button ribbon.
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Figure 63. Re-enable Edit

3. A confirmation window appears warning you that all added signatures will be deleted and asking you if you
wish to continue.

Warning

All the associated signatures will be deleted. Are vou sure yvou
want to delete?

Figure 64. Re-enable Edit Confirmation

a) To confirm enabling edit, click the Yes button.

b) To cancel enabling edit, click the No button.
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4. In both cases, you will be returned to the Filing Menu for the filing. If you click Yes to enable edit, the
functions available in the button ribbon are changed to reflect an In-Progress filing that can be edited
further. Also, an email will be sent to the previously-associated Filing Signer(s) saying their signature is no
longer needed. (The signer will get a new email requesting their signature if they are added again after the
filing has been edited).

o UNITED STATES

DEPARTMENT OF LABOR

Lucas Salvage 401k (Last Updated On : 03/05/2012)
v ¥ I ¥ = v
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Figure 65. Filing has Been Enabled for Editing, Function Buttons Are Changed
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3.13 Submit Filing

Once a filing has been completed and all required signatures have been obtained, the filing is ready to be submitted
for EFAST2 processing.

1. From the Filing Summary page click the Signed and Ready for Submit link under Filings Awaiting
Completion section.

Home - Filing Summary

' .
5 User:Aaron Sherwood

Summary View List Wiew

| Filings Awaiting Completion

In Progress Your filings are saved to be edited further
0 Items
Awaiting Signatures Your filings are saved but the users designated to provide signatures have not

signed the filing yet
0 Items

All requested signatures have been acquired, These filings are ready to be

Signed and Ready for
Submit submitted.
1Items

|01her Work

Filings Awaiting Your
Signature
0 Items

You must sign these filings before they can be submitted

PO PRy P EAPT P SOy i, e ey )

B L I WSS P C TN LY L S S P SEP PP APE U PRI S e e

Figure 66. Filing is Signed and Ready to Submit

2. Click the Filing Name of the filing you wish to submit to open the filing.

Home - Filing List

' .
a User:Suzanne Carltan

Signed and Ready for All requested signatures have been acquired. These fiings are Surmmary View

- ¢ ry -
Submit ready to be submitted.

Name # Form Type # Form Year # Status + (s l.I‘| =L
Signed and Ready for | Mar 05, 2012 Replicate
g M 55 ) .
( Lucas Salvage 401k FORM 5500 20 Submit 02:00 FM

Figure 67. Click Filing Name to Open the Filing

49



EFAST2 IFILE User’s Guide
Document Version ID 10.1/041112

3. Click the Submit button.

o-\ll\ .f A Advanced Sewdch

UNITED STATES TR Y T

DEPARTMENT OF LABOR Ao Z Index | Saie Map | FAQs | DOL Forms | About DOL | Contact Us

B rrot e o
Lucas Salvage 401k (Last Updated On : 03/05/2012)

[ i« | Expon | Craate POE [ vaiison | addsignen | | Enabie 4 | Suomi Delete | ciose |
L —— > an
Forms and Schedules Avatlable Schedules
Type Sch A Mdentdier  Cramse
Form S508 U2l A Schedule A :
Schedue N Scheaule MB
Schedule S8
Schedule C
Schedu D
Attachments Schecuk G
Schedul |
Schedule R
AccosntansOpimics AccourtaniDpinion pat
SchAsseteHeld Lucas Savage 401k Sched Assets

Meld.pat

¥ reguently Asked Questons | Freedom of Information Act | Privecy & Secenity Stetement | Dinclamars | Customer Servey | Web Site Notices

LS. Dapartmant of Labor, Frances Pyrking Rulsing, 200 Corethiton Ave,, NW. o< a0
wew Sl ge | mxmmum.mun:w d Comtetn

Figure 68. Submitting a Filing

4. The system performs schema validation checks to determine if the filing can be processed.
a. Ifthe filing does not pass schema validation, then the filing is not submitted to EFAST2 for
processing. You must enable the filing for editing and then use the Validate function to find errors
preventing the successful submission of the filing.

| submission Failed

Your filing was submitted unsuccessfully.

Please enable yvour filing for editing, validate your filing, and
correct any errors found.

Figure 69. Submission Failed Message — Filing was Submitted Unsuccessfully
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If the filing passes schema validation checks, the system automatically checks the filing data for other

errors and warnings.

Submission - In Progress Filing Errors

ol User:Suzanne Carfton

THE FILING YOU WERE ATTEMPTING TO SUBMIT WAS NOT RECEIVED BY THE GOVERNMENT.

Below is 3 list of problems the EFAST2 automated system has identified in your return/report.

Records Returned: 15

Filing Hame:Lucas Salvage 401k

Severity * Error Code = Description #

Error: An Accountant's
Opinion
(Attachments/&ccountant
ERROR P-252 Opinion) is attached but
Schedule H Lines 3a, 3b,
31} and 3c(2) are net all
completed.

Error: Either Form 5500,
Line 10b(1) Box is
checked and no Schedule
ERROR K013 H is provided, or Schedule
H iz provided and Form
5500, Line 10b(1) Box is
not checked.

Error: Schedule H, Line 4l

=aon Faes cannot be blank.

ERROR p-320 Error: Schedule H, Line 4k
cannot be blank.

ERROR P34 Error: Schedule H, Ling 4h

cannot be blank.

m

To make corrections:

m click the Return to Fiing button below

m enable editing

» make corrections to address the above problems

» validate your fiing to confirm that all corrections have been made
» add signers

n subrmit

If after reasonable attempts to correct your filing to eliminate the identified problem(s), you are unable to address them, or you believe
that you are receiving the message in error, call the EFAST2 help desk at 1-866-GO0EFAST (1-866-463-3278) or contact the service

provider you used to help prepare and file your annual return/report.

You may submit this filing without correcting the errors at this time by clicking the Submit button below. If you choose to submit without

correcting these problems, you may be required to submit an amendment to this filing.

-
([ Return to Filing ” Submit D

—

Figure 70. In Progress Filing Errors Message

a. If corrections are necessary, click the Return to Filing button to enable editing.

1) Make corrections to address the identified problems and then validate the filing to confirm all

corrections have been made.

2) Once the filing has been edited, you may continue the steps to add signers, sign, and submit.

b. You may submit the filing without correcting the errors at this time by clicking the Submit button. If
you choose to submit without correcting the problems, you may be required to submit an amendment

to the filing.
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6. Receipt and Acknowledgement Messages:

a. Ifthe filing passes the schema validation checks, then the filing is submitted to EFAST2 for
processing.

An Acknowledgement ID (AcklID) is provided for the filing. It is recommended that you write down
the AckID or print the screen before closing the window by using the Print Screen function of your
web browser.

Lucas Salvage 401k

|5uhmissicm Success

Create PDF Your submission to EFAST2 has been received. E

For reference, the Acknowledgement ID for your submission is
20110307141103D02001120796800 1. The EFAST 2 automated
system is currently attempting to process the Form 5500 or

Forms and Schedules Form 5500-5F returns reports you sent. You now need to Awvailable Sch
check the filing status of the Form 5500 or Form 5500-5F .
returns/reports for any problems the system has identified in
your returns reports, The filing status should be available

Form 5500 within 20 minutes by dicking the SUBMISSIONS link in the Schedule A
navigation bar of the EFAST website,

Schedule H = Schedule MB
Flease be aware that even after your filing has been Schedule SB
processed by the EFASTZ automated system, it is subject to
additional reviews by the DOL, IRS, and/for PBGC and, based Schedule C
upon those further reviews, may be subject to required
amendment, correction and the assessment or imposition of Schedule D

Attachments penalties. Schedule G
| Schedule |
[ Schedule R
AccountantOpinion Close
OtherAttachment
SchissetzHeld Sched Azsets Held.pdf

Figure 71. Successful Submission (Acknowledgement) Message

7. Click Close to return to the Filing Menu page.
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Chapter 4. IFILE — Other Functionality
4.1 Amend a Filing

If a filing has been submitted but contained errors, or needs an update for other reasons, an update may be filed.
This updated filing is called an amendment. To amend a previously submitted filing, a new filing is created based
on the previously submitted filing and they are automatically linked together. The new filing is an amendment to
the previously submitted filing.

The previously submitted filing is the “parent” or “original” filing. If the parent filing exists in the EFAST2
database for an active form year (2009 -2011), the amended filing will be linked to that parent filing. The amended
filing will be created using the same form year as the parent filing and will be pre-populated with all the data from
the parent filing except the signatures.

If an amended filing is to be created based on a parent filing from an inactive form year (2008 filings and prior), it
will not be possible to pre-populate the form in its entirety, as only forms for active years are available. The
amended filing will be created using the current year’s form and only demographic data will be pre-populated based
on the parent filing. Demographic data includes:

Plan Name Plan Sponsor Name Plan Administrator Name
Plan Number Plan Sponsor Address Plan Administrator Address
Plan Sponsor EIN Plan Administrator EIN
Plan Sponsor Telephone Number Plan Administrator Telephone Number

Plan Sponsor Business Code

If the parent filing does not exist in the EFAST2 database (such as with filings submitted on paper for plan years
prior to 2009), it will not be possible to link the amended filing to a parent filing. Since there will be no parent filing
for reference, the user simply creates a new filing and selects the checkbox on the form indicating the filing is an
amendment. No data will be pre-populated.

If the user is not the Filing Author of the parent filing, they will not have access to the data from the parent filing.
The user must create a new filing and select the checkbox indicating the filing is an amendment. No data will be
pre-populated.

For information concerning amendments versus replication, see the inset box in Section 4.3.

4.1.1 Parent Filing Exists in EFAST2

To amend a filing that exists in the EFAST2 database for an active form year:

1. Find the previously submitted filing by clicking the Submissions link on the navigation panel on the left.
2. The Submissions page contains a list of filings you have submitted or signed.
3. From the list of submitted filings, click the Amend button next to the filing to be amended.

NOTE: The amend button is only available for users who have the user type
Filing Author. Check your User Profile to view or add user types to your account.
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fodowcribe to b Upciates © alpot @ e854 Advarced Search

() Do [Farnool oo
J
DE pART’“ E NT OF LABO R Ato Zindex | Site Map | FAGs | DOL Forms | About DOL | Comtact Us
a -
el Home - Submissions
a Ireort a Fing
8 Oreate s Schede :. User:Sauzanne Carltan
. *—
- 55 & Seard
Records Returmned: |
HMain Plan
L Fame ¢ Yaur Status = sulm:nnne Acknowledgesnent 10 ¢
. .
-
Bt 2610 Tt PRRE D30Tt 201105971411830020011207968001
.
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Figure 72. Amending a Filing

4. Enter a name (free-form text). The new filing name can be anything of your choice as long as it does not
already exist on another un-submitted filing in your filing list. The name of the filing is displayed in your
filing list while the filing is in-progress. This filing name will not be transmitted with the filing data or
retained once the filing has been submitted.

5. Click the Continue button.

Home - Submissions

ol User:Suzanne Carltan

Records Returned: 1

Plan ;
Name = Year Status = SUbth Date Acknowledgement ID
Amend Filing Replicate
Lucas Salvage 401(k) Plan POZ0011207268001 Amend

Filing To Amend: Lucas Salvage 401(k} Plan

Name Of New Filing: Lucas Salvage 401k Amend "—

S R it il B o il e, i, = sl B, Rt el e ol e st ol g B Sl gl B i Sn . s Bl i S e At A A, = et - e - gl il — ke My~

Figure 73. Filing Name for an Amended Filing

6. The Filing Menu will be displayed, listing the components of the amended filing created from the parent
filing. The components and pre-populated data have been stored in the EFAST2 database. When these
components are opened, the pre-populated data will be displayed.
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e UNITED STATES wbacris 5 Lmed Upcetes AlpoL @ EB5A Advanced Seard

DEPARTMENT OF LABOR Erew Bt A Fnd 1 b DOL ——

Ato ZIndex | Site Map | FAQs | DOL Forms | About DOL | Contact Us

[
Lucas Salvage 401k Amend (Last Updated On : 03/07/2011)

| Add Atiachrments | Export | Crests FOF ] Vaidats | Add Signers I J | Eneble Edd | Sut | Deiete | Ciose
Forms and Schedules Available Schedukes

Type Sch A identifier - ol
Ferm 5500 WL 2al.eeS Schedum A

Schedule ¥ —— . Scheduie M3
Scoedue SB
Schedue C

Schedue D

Attachments Schedue G
Scredue
Schedue A
ActountsntOpnin AccomtantOpmnos. pdf
Other Atischman Latter 1o DOL ot
Schassstahek! Scned Assate Hold pal

Freguantly Asked Questions | Freedoms of Taformation Act | Privacy & Security Statesent | Disclaimers | Castomer Survey | Web Site Notices

de Frances Bukes Builing, 200 Comtttion A, NW, Washingice, DC
wwidolgor | Teephone: I-8RE-463-327% | TTYI 1-577-80%-5637 | Fat bMﬂIWD

Figure 74. Filing Menu for Amended Filing, Showing All Components of Original Filing
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7. The form will be pre-populated with data from the parent filing. All data except signatures is pre-
populated. The acknowledgement identification number (AcklD) from the parent filing is automatically
linked to the amended filing, and Form 5500 Line B Amended Return/Report checkbox is checked
automatically.

UNITED STATES Suboobe w nadae i S
DEPARTMENT OF LABOR EERTTT T G [swo

AtoZindex| Site Map | FAQs | DOL Forms | About DOL | Contact Us

forms, Instrucbions and Publicatioas

Valia values for thiy aeiaype Incluce valid calender aeim in 1o format MMDOYYYY

@i
Pat | Part 8 Part 1l Part i Part il Pat il Sam
AD 12 | 34 7 I 310 | o | and Closa I i
| OMB Nos. 1210-0110
Form 5500 Annual Return/Report of Employee Benefit edecgdi
Plan
D::::‘;:;:: ;'::';‘." Thes form s required Lo be filed for employee benefit plans under 2010
sections 104 and 4065 of the Employee Retirement Income Security
2 ;*:-:;‘;‘;;:ft':fa"w vatsoo] A1 OF 1974 (ERISA) and sections 6047(e), and 6058(a) of the Internal
e i - — Revenus Cods tha Code) This Form is Open to
Femion Benefit Guaanty Comammion | COMplete all entries in accordance with the instructions to the Public Inspection
Form 5500. 1
Part | Annual Report Identification Information
For the calendar plan year 2010 or fiscal plan year beginning  01/401/2010 and ending 12/31/2010
A This retumirepon is for a multiemglayer plan a multiple-employer plan. or
8 single-employer plan a DFE (spacify)

a 8 - R d
7! an amanded retumiraport

C  Mthe plan is a collectively barganed plan, check here

B This retumirepon 15 the final returmdreport

a shon plan year return/repont (Jess than 12 months)

D Check box i filing under Form 5558 automatic extension the DFVC program
special extension (anter descnplion)

Frogeently Askoed Questions | Freedom of Indormatios Act | Privacy & Secwrity Statoment | Disclaimers | Customer Survey | Web Site Notices

US Dapastrent of Labce, Frances Nerking Scidng. 200 Corsttution Ava,, MW, Wadhngion, DC 2218
wwwdolgay | Tenphome: 1-566-463-227% | TTY: 1-077-600-5677 | Faes §-203-690-7988 | Contact Uy

Figure 75. Amended Form 5500 Data is Pre-populated, Line B is Marked Amended

4.1.2 Using an Inactive Form Year and Parent Filing Exists in EFAST2
To amend a filing that exists in the EFAST2 database for an inactive form year:

1. From the list of submitted filings you own, click the “Amend button next to the filing to be amended, if it is
available.
Note: If the Amend button is not available, follow the process in section 4.1.3 to amend the filing.
You will be prompted to enter a Filing Name.
Enter a name for the new filing and click the Create button.
The form will be pre-populated with demographic data from the parent filing.
The Filing Menu will be displayed listing the components of the amended filing created from the parent
filing. The components and pre-populated data have been stored in the EFAST2 database.

abrwn

4.1.3 Parent Filing Does Not Exist in EFAST2
To amend a filing that does not exist in the EFAST?2 database:

1. Create a new filing as in Section 3.2.

2. Check the box for “an amended return/report” on the first tab of the form (5500 or 5500-SF).
3. Enter filing information and continue at Section 3.2, step 8.
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4.2 Import a Filing (XML)

Users can upload (import) previously created filings into IFILE. The file format used for imports (and exports) is
XML (Extensible Markup Language). If users have a previously downloaded/exported filing in valid XML format,
they can upload it into IFILE to continue completing the return/report. To create a new filing in IFILE by importing
valid XML filing data previously created in IFILE orEFAST2-approved vendor software:

1. From one of the Filing Summary pages, click the Import a Filing link in the navigation bar on the left.
Your EFAST2 user profile must include the user type Filing Author to be able to use the Import a Filing
function.

Filings

" e Schedule
B Submissions

m Form 5500/5500-SF Search

e e

Figure 76. Click Import a Filing

2. Select the Form Year using the drop-down menu.
3. Enter a Filing Name.

4. Click Browse to locate the file on your computer that you wish to import.

Import a Filing

o User:Suzanne Cartton

To import a filing from your local computer, fill out all information and click "Browse...". Once complete, click on "Import Filing" to import
your filing into the EFAST2 system.

Form Year: 2010 -

Filing Marme: Silver Linen Welfare Plan 2010

Import File:

ImportFiling | [ Cancel |

Figure 77. Import Filing Screen, Blank

5. Select the file on your computer. The file must be an XML file and must contain enough valid information
for EFAST2 to be able to recognize the file.
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6. After selecting the appropriate file from your computer, click Open.

p
& Choose File to Upload

&3 =/l » 2010 Form 5500 flings + [ %2 ||| Search 2010 Form
Organize v New folder = [ @
Escalation | # Name : Date modified Type
& Download

i FORM_5500.xml 3/20117:51 AM XML Document

=1 R Ple —
i Kecent b || Letterto DOLixt 201110:09 AM  TXT File
BN Desktop  |z| (B! LucasSalv2010.pdf /201111:09 AM  PDF File
=5 Libraries ®| Lucas Salvage Acct Opinion.pdf 3/3/2011 8:28 AM PDF File
| 2010 Forrrai* B Lucas Salvage Attachment.pdf 3/2011 8:28 AM PDF File
1% Computer || Lucas Salvage Attachment.txt /7/201110:09 AM  TXT File
.‘v Network lEmh Lucas Salvage Schedule Cxml 2/11/2011 3:01 PM XML Document
& Control Pai = Sched Asse’(s Held. pdf 2 ) PDF Ffl,e
& Recvcle Bir @ Sllver Llnen Welfare Plan 2010.xml .ﬂuOll ll ‘6 AM XML Document
B Desktop 2| I ‘ »
File name: Silver Linen Welfare Plan 2010xm| v [A“ Files (%) '}

([ Open ] Cancel l

Figure 78. Browse for Filing Pop-up Wlndow

7. The path of the selected file is now displayed in the Import File box.
8. Click the Import Filing button.

whacrom 1o [-rad Updetes © atoox @ E85A Advan

UNITED STATES T TS

DE PART M E NT OF LABOR Ato ZIndex | Site Map | FAQS | DOL Forms | About DOL | Contact Us

Filngs .y
e s Import a Filing
-
° - oa Usensuranne Carton
® 50
» For
To mport a fing from your local computsr, i out 3 mformation and dick “Browsa..,”. Onca complete, dick on “Import Fing” to mport
Mam your fing nto the EFAST2 system
o Wex
W - Form Year; 2010 -
- v
. Fing Name: Siiver Linen Wellare Plan 2010
5 Frport Fie:  C\Users\cartsu\Desktop\ 2010 Foem 5500 | Browee. |
-
-

[ mpart Filng _

Frequestly Asked Questions | Freedan of Tadormatios Act | Privacy & Security Statesent | Disclaimers | Custinmer Sarvey | Web Site Motices

of Labor, Fra riom Gudding, 200 Conmttiion Ave., MW, Wimhingson, OC 20330

ufub“ I Tm 1-866-463- 308 | TTY: 1-477-885-5807 | Fat 1-200-653-7888 | Cortact N
Figure 79. Import Filing Screen with File to be Imported

9. The XML filing components are imported into IFILE. The Filing Menu workspace will display the
imported components in the Forms and Schedules section.
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10. Only the data contained in the XML file will be imported into the forms and schedules. If data was missing
or needs to be changed, or if you wish to view the data, select a form or schedule and then click the Open
button. Remaining functionality is the same as creating a blank filing in IFILE (see Chapter 4).

crbe 1o E-raé Updates © Noot @ EESA Advanced Sair

I TR e TS
o DEPARTMENT OF LABOR Ao Z index | Site Map | FAQs | DOL Forms | About DOL | Contact Us
B i b THe T
Silver Linen Welfare Plan 2010 (Last Updated On : 03/05/2011)
| s machenanis | Expon | crome PoF | vascme | ads signers | 5o | vatie i | | Deletn | Close |
Forms and Schedules Avalabla Schadules
Type Sch A identifser [ Open | ’____
Form 5509 |_saierur ) Schedule A L
Schedue A 12345678W100 - — Schedule NB
;hemb'

Schedshe D

Attachments Schedsle G
Schedule B
Schedule |

OtherAltactment Statement of Bass of Frem Axes pdf
Schedule R

Froguantly Asked Questions | Freedos of Isformation Act | Privecy & Security Stelement | Disclaimars | Customur Servey | Web Site fotices

U, Cuperirvert of Labor, Franses Peckion fuking. 200 Co o, N, oc o0
www.dolgor | Teaphone: 1-656-463-3278 | TTV: IMIM lwnimth

Figure 80. Imported Filing — Filing Menu Showing All Imported Filing Components
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4.3 Create a New Filing by Replicating an Existing Filing

A new filing can be created based on a previously submitted filing or an existing un-submitted filing (i.e., a filing
that was started in EFAST2 IFILE but not submitted). This can be done to provide a starting point for the next
year’s filing. Which information gets copied from the original filing depends on the year of the new filing.

If the replication is to the same form year as the original filing, all data will be copied to the new filing. If the
replication is to the next form year, only demographic data will be copied to the new filing. Demographic data

includes:
Plan Name Plan Sponsor Name Plan Administrator Name
Plan Number Plan Sponsor Address Plan Administrator Address
Plan Sponsor EIN Plan Administrator EIN
Plan Sponsor Telephone Number Plan Administrator Telephone Number

Plan Sponsor Business Code

Only the author or signer of the original filing may replicate data from a previous filing.

What is the difference between amending a filing and replicating a filing?

A filing can be amended if it was successfully submitted to EFAST2 for processing. If the filing status is Filing
Received, Filing Error, or Processing Stopped, the fling has been received by the Government and is on file. If you
wish to change that filing, you must amend it. An amendment, then, is a filing created from a previously
successfully submitted filing. The parent filing data is copied to the amended filing and the user updates/corrects
the data for re-submission. The parent filing and amended filings are linked. Once the amended filing is
successfully submitted, it may replace the parent filing as the official filing. Note that the parent filing is
permanently in the Government’s records.

Replication, on the other hand, can occur from either a previously submitted or an unsubmitted filing. When a filing
is replicated, a copy is made of the filing data but it is not linked to the original filing in any way. A replicated filing
is simply a way of getting previously entered data into a new filing. Itis not intended to replace/update/correct a
submitted filing in EFAST2.

When do you use them?
Amend afiling: when you need to correct or update a filing that has already been submitted to EFAST2.

Replicate afiling: when you want to copy the data into a new filing, as a starting point for the next year’s filing or
a filing for a similar plan.
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4.3.1 Replicate an Unsubmitted Filing for Same Year

When replication is for the same year, all information in the original filing is copied into the new filing.

1. From the Filing Summary page, click List View to get to the Filing List. From the list of available filings,
click the Replicate button next to the filing you wish to replicate/copy.

UNITED STATES T —
() DEPARTMENT OF LABOR Mn,m,,w Wfﬁw eppS
O
e L Home - Filing List
oo Ja UserSuzanne Carkon ]
’:m In Progress Your filngs are savad to be edited further Sumeer Vew
e Last Updsted

Name ¢ Form Type ¢ Form Yoear ¢ Status ¢

-

-

" Uner P ucss Savage 31 FORM 5400 20Mm n rogress :"I',Ef'mf':""
8 EFAST Software and

Frequestly Asked Questions | Freadom of Information Act | Privacy & Security Statement | Disclaimers | Cistomer Servey | Wob Site Rotices

(LS, Departwarit of Laboc Frances Purtin Buiting, 200 Contiution Ave., NW, Washingies, D 20010
o dstgoy | Telephone: | 666-46T X | TTY) 1477-8F0- 5027 | Fasei 12036537588 | Cordect Uy

Figure 81. Replicating a Filing from IFILE
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2. Inthe Replicate window, enter a name (of your choice) for the new filing.

3. Choose to replicate for the same year as the filing being replicated. (For information regarding replicating

for the next year, see 4.3.2).
4. Click Continue.

Home - Filing List

ol User:Suzanne Carfton

Filing To Replicate: Lucas Salvage 401k Amend

Name Of Mew Filing: | Lucas Salvage Profit Sharing k

Choose a plan yvear for your replicated filing:
@ Replicated For Current Plan Year ‘—
@ Replicated For Next Plan Year

(e ] e |

I

In Progress Your filings are saved to be edited further Summary View
Name # Form Type # Form Year # Status # st U‘pdated
Replicate - Plan Year Choice Mar 05, 2012 Replicate
: =
Lucas Salvage 401k D437 pig

Figure 82. Replicate — Current Year

5. IFILE will copy all existing filing data, including schedules and attachments, to the new replicated filing.

Scbcrbe = Sl Undeom

(253

(o) L NIED SIATES CET— I —

FI
D E PAR T ‘d E N T OF LA BO R Alo Z Index | Site Map | FAQS | DOL Forms | About DOL | Contact Uis
B8
Lucas Salvage Profit Sharing (Last Updated On : 03/05/2012)
| Add Attachmeants I Export Creste FOF I Validate 1 Add Signers [ ] [ y E ‘ Delete } Close
Forms and Schedules Avadable Schedules
Type Seh A Mentifier | ! { ¢
Forrs 5500 Schedule A
Schedue 1 Scnedsie W3
Schatul 56
Schedule ©
Scredsie D
Attachments Scoadik G
Scredule |
Scnedske R
AccaustantOpnen AzcoursamiOpinon pdf
OtherAnachment Lefier to DOL bat
Schiasetsted Sched Assals Bakd pt

Froqueathy Asked Questions | Freedon of Taformation Act | Prvacy & Securfty Statement | Disclaimmrs | Custommr Servwy | Web Site Ruticns

LY, Oapartraart of Labor, Fravce Seckima Suiding, 200 Coruttaton Ave, NW, Wishrgion, OC 20210
e dolgev | W—-mtmmwlhlvM!wh

Figure 83. Replicate — Current Year (Form and All Schedules)
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4.3.2 Replicate an Unsubmitted Filing for Next Year

When replication is for the next year, only demographic data is pre-populated into the next year’s Form 5500 or
5500-SF.

1. From the Filing Summary page, click List View to get to the Filing List. From the list of available filings,
click the Replicate button next to the filing you wish to replicate/copy. (See Figure 84).

2. From the Replicate window, enter a name (of your choice) for the new filing.
3. Choose to replicate for the next year if available.
4. Click Continue.

Home - Filing List

User:Suzanne Cartton

|
List View e
Hame & Forrrl Type Plan“r’ear Stsitus Last U‘pdated
Signed )
Replicats
Silver Linen 2008 DVFC FORMSS00 2009  and Ready o 0% 2011 B
S 10047 AN
for Submit
Replicate - Plan Year Choice
Filing To Replicate: Sikver Linen 200% DVFC
Mame Of Mew Filing:  Silver Linen 2010 e

Choose a plan year for your replicated filing:
(") peplicated For Current Plan Year

@ Replicated For Next Plan Year

| continue | }cCiose |

N

Y

Figure 84. Replicate — Next Year Choice
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5. IFILE will copy demographic filing data from the original filing to the replicated filing. Only the Form
5500/5500-SF will be created.
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Figure 85. Replicate — Next Year (Form Only)

6. Click the Form 5500/5500-SF to select it, and then click the Open button. The form year, as well as the
plan year begin and end dates, will reflect the next year.
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T T T
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Figure 86. Replicated Form — Next Year Dates
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4.3.3 Replicate a Submitted Filing

As with unsubmitted filings, a submitted filing may be replicated either to the current year or the next year. The
functionality is the same.

1. From the navigation panel on the left, click the Submissions link.

Filings

m Create a Filing

® Import a Filing
Sava-a-achedule

0U/5500-SF Search

B R R
Figure 87. Selecting Submissions

2. The Submissions page lists your submitted filings. Click the Replicate button next to the filing you wish to

replicate/copy.
s 1o £ irden © Mo MSA Ajuanced Search
UNITED STATES (Frezntol —amad
DEPARTN’ E NT OF LABOR A to 7 index | Sile Map | FAGs | DOL Forms | About DOL | Contact Us
a8
7SI Home - Submissions
-
a wh Usensuzanne Carton |
2 |-
-
Records Returned: 2 i
sy P Subemit Oate
- Hame ¢ Your Satus ¢ = Acknowledgement ID ¢
™ ]
'
«F i | ORI |
= i Shvar Linan Wattare Ot w00 FumGRECENED | \PoC S 201103031008120020001315234001 | “pe
ot
g Rapicate
o Forme, T ! ‘ Luces Sahage 011K} Pan 2010 FLNG §aR0A “°|°H;°" 201103074411030020019207968001 |,
Support
e FAL
e
o Reled e
-
-
ERSA

Frequently Asked Questions | Freedam of Tnformation Act | Privacy & Secwnty Rtatermest | Disclmers | Customer Survey | Web Ste Notices

US, Departrant of Laber, Frances Parking Scisfieg, 200 Corstifiton: Ryva., NW, Walhtmgtes, DC 20018
www.dolgov | Twaphore 1-866-453-337% | TV I-WID‘WIFJN +203-433- 7986 | Comtact Us

Figure 88. Submissions Page
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3. Inthe Replicate window, enter a name (of your choice) for the filing.
4. Click Continue.

Home - Submissions

aa User:Suzanne Carlton
Records Returned: 2
Plan ;
Hame = Year Status = SUb"llt Date Acknowledgement ID =
t4eeno mnaa Replicats
Silver Linen Welf| Replicate - Plan Year Chaice 103081006120020001315234001 Amend
Filing To Replicate: Silver Linen Welfare Plan Replicate
Lucas Salvage 4 103071411030020011207363001 Amend
Name Of New Filng: Silver Linen Weffare 2010 famen
Choose a plan year for your replicated filing
) Replicated For Current Plan Year
@ Replicated For Next Plan Year

Figure 89. Replicate — Submitted Filing

5. The system will pre-populate the data:
a) Replication to same year: form, schedules, and attachments are copied from parent/original filing.

b) Replication to next year: only demographic data from Form 5500/5500-SF is copied.
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4.4 Schedule Packages

Users with the user type Schedule Author have access to the function to create schedules separately from a Form
5500/5500-SF filing. This function is called Create a Schedule in the left navigation panel.

When a Schedule Author creates a new schedule independent of a filing, the author is creating a Schedule Package
that may contain one or more schedules with no Form 5500/5500-SF and no attachments.

Schedule packages are created with the general purpose of preparing one or more schedules for a future filing. Once
schedules are created by a Schedule Author, the schedule(s) must be exported. Exported schedules can be imported
to an In Progress filing by a Filing Author.

Like schedules that are created as part of a filing, independently created schedules contain certain fields that inherit
data from a Form 5500/5500-SF filing. For example, many schedules inherit the plan name, sponsor name, and/or
EIN/PN information from the Form 5500-5500-SF. Since schedule packages are not yet associated with a filing, the
schedule(s) do not yet have a Form 5500/5500-SF from which to inherit data. In schedules for which data is
normally inherited, the inherited fields are blank and cannot be edited. These fields will be populated when the
schedule is imported into an In Progress filing.

U N ITED STATES Subscribe to E-mail Updates © alpoL '@ EBSA Advanced Search
—
DEPARTMENT OF LABOR il EI= CIDDe X

Ato Z Index | Site Map | FAQs | DOL Forms | About DOL | Contact Us

E-mail This Page Print This Page

Filings Home - Filing Summary
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m Create a Schedule
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m Form 5500/5500-5F Search

| Filings Awaiting Completion
Main
In Proaress Your filings are saved to be edited further
= Welcome 3 Ttems
= Home
m Logout ) . . .
- Your filings are saved but the users designated to provide signatures have not

m User Profile Awaiting Signatures signed the filing yet
m Helpdesk Requests 0 Items
m  About EFAST2
= EFAST Software and Signed and Ready for Al requested signatures have been acquired. These fiings are ready to be

Approved Vendors Submit submitted.
m Forms, Instructions and 0 Items

Publications
Su rt

R Other Work
= FAQ —
m Disaster Relief ;:g?%stj':amng four You must sign these filings before they can be submitted
m Related Resources 0 Ttems
m Site Map
) ETiEERLE Schedules Schedules that you have created
EBSA 0 Items

Frequently Asked Questions | Freedom of Information Act | Privacy & Security Statement | Disclaimers | Customer Survey | Web Site Notices

U.S, Department of Labor, Frances Perkins Building, 200 Constitution Awe., NW, Washington, DC 20210
vavive.dol.gov | Telephone: 1-866-463-3278 | TTY: 1-877-889-5627 | Fax: 1-202-633-7888 | Contact Us

Figure 90. Schedule Author’s Page, Summary View
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4.4.1 Create a Schedule Package

1. From the left navigation panel, click the Create a Schedule link.
2. Onthe Create a Schedule page, select a Plan Year from the drop down menu.

3. Enter a Filing Name to associate with the schedule package. This name does not necessarily correspond to
the filing name to which the independent schedule will eventually be imported. This name is used to view
your existing schedules when displayed on the Schedules filing list page.

Create A Schedule

», g
“a User:Suzanne Carlton

Select the form year for the schedule from the list and select "Mext” to continue.

Plan Year: 2010 -

Fiing Name: |Schedule Afor Lucas Salvage

Figure 91. Enter Plan Year and Filing (Package) Name

4. On the Filing Menu workspace, select the schedule you wish to create from the list of Available
Schedules, and then click the Create button.

° UNITED STATES 'l‘-=¢— . dc EBSA Advanged Search
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Schedue

Schedue A
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wyww.aolgay | Telshone: 1-866-463-337% | TTY: S477 8005637 | Far 1200655 W08 | Contact Ly

Figure 92. Schedule Filing Menu — Create a Schedule
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5. Ablank schedule will open. Input the data, save, and close. For more information regarding working with
schedules, see section 4.4.2.
6. After saving and closing the schedule, the schedule you created will be listed in the Schedules section.

a. The Schedule A Identifier is comprised of the values from Schedule A line 1(d) and 1(e) and is used to
differentiate when multiple Schedules A are present.
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Figure 93. Filing/Package Menu — Populated
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4.4.2 Schedule Package Options
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Figure 94. Schedule Package Options

Schedule package functionality is similar to the functions when working with filings.
For more information, refer to the following sections:
a. Entire Schedule Package
i. Create PDF — see Section 3.7.1
ii. Export—see Section 3.8.1
b. Individual Schedules
i. Open —see Section 3.3
ii. Create PDF — see Section 3.7.2
iii. Export — see Section 3.8.2
iv. Delete — see Section 3.9.2
c. Available Schedules
i. Create —see Section 3.4.1

ii. Import — see Section 3.4.2

4.5 Secure/Substitute Filings

When a Government User creates a filing, it is considered a Secured/Substitute Filing. These filings are created in
the same manner as regular filings.
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Chapter 5. Electronic Filing

This web based application requires no software installation on the computer being used to conduct filing activity,
but does require an active Internet connection that supports Secure Socket Layer (SSL) encryption. Additionally,
filing participants must also be registered as an EFAST2 user. EFAST2 registration is required for authorized
access to IFILE. Registration allows users to open/create filings, upload/edit filing components, electronically sign
and submit filings, view filing status information, and print filings that have been submitted or are in progress.

5.1 Composition of Electronic Returns

IFILE provides the ability to create, edit, and submit filings for a valid form year and plan year. Filings consist of
multiple components including forms, schedules, and attachments. Through IFILE, users can submit fully-
assembled filings to the Government. Piecemeal submissions of filing components may fail processing, requiring
users to correct errors and resubmit a filing in its entirety. To avoid such issues, IFILE includes validation,
authentication, and edit tests/checks. Edit tests help check for completeness, accuracy, timeliness, internal
consistency, and missing schedules or attachments.

IFILE allows users to author filing components (forms and schedules). Users can key data directly into filing forms
and schedules contained within the IFILE web application.

IFILE also allows users to upload previously-completed filings or filing components from their desktop.

The IFILE application also has the capability for users to author filing components (forms and schedules) and to
upload filings, schedules, and attachments from their desktop to provide for timely and efficient filing creation and
submission. Users will be able to key data directly into filing forms and schedules contained within the IFILE web
application. Using the authoring capability, users can choose to author any and all filing components necessary to
constitute a full filing for ERISA reporting purposes.

To further assist with filing completion, IFILE provides the function for a user to retrieve previous years’ filing
information in EFAST2 as a template and allow IFILE to automatically populate form fields such as EIN, PN, and
other pertinent filing information that is specific but common to the filing.

NOTE: If the previous year’s filing was not submitted to the EFAST2
system, it will not be available for this function.

As a benefit to users, the IFILE system allows users to store all created and in progress filings and components.
This storage is provided to users using a simple save button that is available on the IFILE forms and schedules.
Any filing/component that is stored but not submitted is available to the user until the user submits the filing, deletes
the filing/component, or after aging three years, whichever occurs first. Furthermore, users can return to these saved
versions and continue data entry or other editing of the filing/component as needed using the IFILE web application.

All filing components in IFILE are considered to be in the possession of the user, not the Government, until such
time that the filing has been successfully submitted for processing. This allows users to openly and freely work
with their filings and related information until they are confident that the filing is accurate and ready for submission
and processing by the Government.
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5.2 IFILE Functionality

5.2.1 Create a Filing

Users may create Form 5500 and Form 5500-SF filings and their components via the EFAST2 IFILE
application. A form plus components constitute a filing. To create a filing, users will need to enter a Form
Year, Form Type (Form 5500 or Form 5500-SF), and provide a Filing Name for the filing. Following the
creation of the Form, users will then be able to add other components (schedules and attachments) as needed.
For more detailed information regarding creating a filing, see Sections 3.2 and 4.3.

5.2.2 Retrieving and Resuming Work

Once a filing has been created and saved and as long as it has not been submitted or deleted, it will show up as a
work in progress each time you log into the EFAST2 system. Simply select the filing to work with and you will
again be presented with the ability to continue work on your filing.

A list of filings associated to a User ID is available in IFILE. Filings are listed as:

e Filings Awaiting Completion. Includes filing categories In Progress, Awaiting Signatures, and
Signed and Ready for Submit.

e Other Work. Includes categories Filings Awaiting Your Signature and Schedules.
For more information regarding opening a saved filing, see Section 3.3

For information regarding all filings awaiting completion and other work in IFILE, see Chapter 5.

5.2.3 Import and Export Functionality

In addition to users being able to create filings and components as previously described, users also have the
ability to upload or download (import or export) filings or components. The format used for these imports and
exports is XML (Extensible Markup Language). XML is a commonly used text format-style language used for
exchanging structured data over the internet. For more information about XML, see the World Wide Web
Consortium (W3C) at http://www.w3.0rg.

For more information regarding exporting filing or a filing component XML files, see section 3.8.

For more information regarding importing filing or filing component XML files, see section 4.2.

5.2.4 Attachments

IFILE functionality includes the ability to add one or more attachments. Acceptable formats for attachments
include PDF and plain text. No other formats are permitted.

For more information regarding adding attachments to a filing, see Section 3.5.

5.2.5 Amendments

A filing is considered an amended filing if the filer checks the amended filing box on Form 5500 Series
returns/reports or selects an existing filing from the system to amend. It is possible for a filing to be amended
more than once, but keep in mind that the last amendment received may supersede all others.

If the filing to be amended was not processed by EFASTZ2, the amended filing will not be pre-populated with
data from the original filing nor will it be linked to the original filing.

For more information regarding amendments, see Section 4.1.
5.2.6 Edit Testing and Error Messages

Filers can check a filing for errors prior to submission using the Validate functionality. The EFAST2 system
also checks filings for errors prior to and after submission. The filing status is affected by whether errors are
found and the severity of those filing errors.
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For more information regarding validating a filing, see Section 3.6.

For more information regarding checking filing errors and filing status after submission, see the EFAST2 Guide
for Filers and Service Providers.

5.2.7 Printing

All filings and components are available for printing to a user’s local printer. This printing is achieved in one of
three ways:
o Create a PDF file of the filing or filing component, and then open it using software on your computer.
Use the print functionality of the software to print the filing or filing component.
e Use your web browsers print function to print the current page only
e  Print individual portions of an in-progress form or schedule in IFILE.

For more information on print and accessibility buttons, see Section 5.6.3.

5.2.8 Electronic Signatures

Prior to submission of a filing for processing, the entire filing must be signed. There may be as few as one or as
many as three signatures per filing. The three signing roles available are: Plan Administrator/Practitioner, Plan
Sponsor, or DFE (Direct Filing Entity). IFILE provides shared signing functionality that allows multiple
individuals to electronically sign a filing. All signers must be registered and have an active EFAST2 User ID
with the user type of Filing Signer.

For more information regarding associating a signer to a filing, see section 3.10.

For more information regarding signing a filing, see section 3.11.

5.2.9 Filing Submission

A signed filing in IFILE may be submitted for processing by the Filing Author. IFILE only supports submitting
a single filing at a time; batch submission is not supported. Users are notified of the filing status following
processing and also have the ability to view this information online.

For more detailed information regarding submitting filings, see section 3.13.

5.2.10 Receipt and Acknowledgment Messages

Upon successful submission of a filing, the Filing Author will receive an Acknowledgement ID (Ackld) to
acknowledge successful submission of the filing to EFAST2 for process.

Following submission of the filing, EFAST2 validates the filing and checks for errors. This process takes place
within 20 minutes of a successful filing submission. To determine the results of this validation, the Filing
Author or Filing Signer must log back in to the EFAST2 website to check the filing status and filing errors.

For more information on receipt and acknowledgment messages, see page 50.
5.2.11 Secure/Substitute Filing

A secured/substitute filing is a filing submitted by DOL or IRS Government users on behalf of filers. These
filings will be submitted using the IFILE application.

For more detailed information regarding secured/substitute filings, see section 4.5, Secure/Substitute Filings.
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5.3 Home - Filing Summary Layout

The Home — Filing Summary page is the first page all registered EFAST2 users will see when logged in to the
EFAST2 website. This page contains a summary view of all un-submitted filings and/or schedules that the user has
started or that have been assigned to the user for a signature.
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Figure 95. Filing Summary Menu View

a. User — The name of the registered EFAST2 user currently logged in is displayed at the top of the page.

b. Filings Awaiting Completion — Users with the user type Filing Author who have created or imported
filings in IFILE will find items listed in this section.

c. Filings Awaiting Your Signature — Users with the user type of Filing Signer will find any filings

awaiting their signature here.

d. Schedules — Users with the user type Schedule Author who have created schedules separately from an
In Progress filing will find items here.

®

Navigation Panel — Menu on the left side of the screen that allows users to create/work with filings,
change profile information, access forms instructions and publications, and find information on
support.
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5.3.1 Filings Awaiting Completion

This is a summary of filings that have been created or imported in IFILE by a Filing Author but have not yet
been submitted to the EFAST2 system.

As a filing moves through the stages of the filing process, it will be found in one of the Filings Awaiting
Completion categories until it is submitted successfully.

Summary View b List Wigw
o e,
r{ |Filings Awaiting Completion

In Progress Your filings are saved to be edited further
1 Items

Your filings are saved but the users designated to provide signatures hawve not

Awaiting Signatures signed the fling yet

1 Ttems

Signed and Ready for All requested signatures have been acquired. These filings are ready to be
Submit submitted.

0 Ttems )

Figure 96. Portion of Filing Summary Page — Awaiting Completion

a. InProgress: A filing that is saved to be edited further is listed under In Progress.
Click the In Progress link, and then click the file name to open the filing.

b. Awaiting Signatures: Once the author has completed work on the form, including adding necessary
schedules and attachments, the author associates the required signer(s) to the filing. These filings are
listed as Awaiting Signatures.

Click the Awaiting Signatures link to open these filings. Doing so allows the author to enable the filing
for further editing or validation before it is signed, or to remove a signer and/or associate a different
signer.

c. Signed and Ready for Submit: Once the filing has been signed by the associated signer(s), the filing
will be listed under Signed and Ready for Submit.

The Filing Author can click the Signed and Ready for Submit link to view the filing list, and then click
the file name to open the filing. Once the filing is open, a Submit button is available to submit the
filing.
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5.3.2 Number of Items Found on the Filing Summary Page
Each stage of the filing process (In Progress, Awaiting Signatures, and Signed and Ready for Submit) will be

listed separately on the Home — Filing Summary page.
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In each category, an item count will be displayed, providing the number of filings found in each state of the
filing process.
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Figure 97. Focus on the number of items found in various stages of the filing process

If the Filing Author has not previously started and saved a filing, zero items will be listed and In Progress will
not be a link that can be clicked.

If there are no filings found in a particular stage of the filing process, the count will display "0 Items" and the In
Progress, Awaiting Signatures, and Signed and Ready for Submit links cannot be clicked.
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Figure 98. Focus on the number of items found awaiting the logged-in user's signature
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If you see "0 items" under Filings Awaiting Your Signature, it means there are currently no filings for you to

sign.
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5.4 Home - Filing List Layout

Clicking List View will display all filings in a list, as opposed to displaying only filings that are in a single status (In
Progress, Awaiting Signatures, Signed and Ready for Submit, and Filings Awaiting Your Signature).

Home - Filing Summary

¥ :
o User:Suzanne Carlton

Summary View ———p List View

| Filings Awaiting Completion

In Progress ‘Your fiings are saved to be edited further
2 Items

‘Your filings are saved but the users designated to provide signatures have not

waitl i . -
Awaiting Signatures signed the filing yet

-.m;l—Lt'iDlﬁ-..—-% A e i R A B e At e M I o B

. d

Figure 99. Filing Summary — Click List View

The user can open the Form 5500/5500-SF by clicking the Filing Name link. If necessary, In Progress filings can be
copied using the Replicate button. Separate schedules created by a Schedule Author cannot be replicated.
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- Subred 0240 P
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Figure 100. Filing Summary List View

For any filing or schedule packages in list view, you may sort the Name, Form Type, Plan Year, Status, and Last
Updated columns in ascending and descending order by clicking on the column header. All columns may be
resized. Additional options are displayed by hovering the cursor over the column heading to display a drop-down
menu arrow. The drop down menu includes a Columns option with a list of the column names; each column name
may be checked or unchecked to add or remove the column from display.

The column that includes the Replicate button does not have a column header.
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5.4.1 Filing List — Status/Category List View

From the Filing Summary page, click a link such as In Progress. The Filing Summary — List View will be
displayed listing all the filings related to the user in that particular status or category. Information in this view
includes the Name of the filing, the Form Type, Form Year, Status, and Last Updated date.

Home - Filing Summary

.:. User:Suzanne Carlton

Summary View List Wiew

|Filings Awaiting Completion
Your filings are saved to be edited further

In Progress
4Items '\

Your filings are saved but the users designated to provide signatures have not
signed the filing yet

Awaiting Signatures

- o, d-DnEh S e B T T R R

B e I e R e e

Figure 101. Filing Summary — In Progress List View (default)
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-
» Creste 8 Schedus |.-. Usar:Suzannge Carton
L
o Your filngs are saved Lo be sdited furthes Sytroary Yew
Name = Form Type = form Year = Status = o ".Mﬂl‘
evar i man 2310 FORN 5500 2010 I Pragress j':':,‘";"rf,':"': Raphcate
peas Sevage 4314 Armmng FORM 5500 2010 I Progress ??r-_:pj:‘!: Seefon
O T . L83 So0ags 31} FORN 5503 o B Fyagrass pry fm?h -~
Support Lucas Ssvace Ao Stens FORRN 5500 2010 In Progress
_aF SR S ] o PURGP o A At . o

Figure 102. Filing Summary — In Progress List View (default)

78



IFILE User’s Guide
Document Version ID 10.1/041112

EFAST2

5.5 Filing Menu (Workspace) Layout

From the Home — Filing List page, click any filing name to open the filing. This page is called the Filing Menu (or
the IFILE) workspace.

Subscrbe to E-rgd Updates

7
I T —

Alp Z index | Site Map | FAQs | DOL Forms | About DOL | Contact Us

9 UNITED STATES

DEPARTMENT OF LABOR

Lucas Salvage 401k (Last Updated On : 03/06/2012)
| sy T i T i T
| 200 Anachenents | Expant | Crete 20 | vatdte | sda Sigoens | <o | [ cire (D) [ oo | cioue
Forms and Schedules Available Schedules
© Type Sch A Mentifiar | Open_ | Create
Ferm 5500 | _Create POF_| Scheadle A rpon
Schedule © | Expod Sehedule NS
g Delete - &
Schedule H Schedul 58
Schedee 0
Scheduie G
Attachments Scheduls |
| _VIBW |
AccountantOpnion AccognianOpinion pd! | Delete
Dihar Attschmarnd Leter 30 DOL et
Schassatetion Sehad Assats Held pat

Frequeotly Asked Questions | Freedom of Tnformation Act | Privacy A Security Statemest | Disclaimers | Customer Sorvey | Web Site Notices

LS. Departmant of Labor, Framces Parbies Buiiing, 200 Constitution Ava, NW, Waihisgion, DC 20210
werwedoigor | Tephone: 168443330 | TTY: 18778005837 | Fax: 1-200497- 7088 | Toreact Us

Figure 103. Filing Workspace Layout for an In-Progress Filing

a. Name of filing. Displays the name you gave the filing when it was created or imported and Last Updated date.

b. Button ribbon. These buttons are for functions that affect the entire filing (the form, schedule(s) and
attachment(s)). Button functionality is enabled or disabled based on the filing status (In Progress, Awaiting
Signature, Signed and Ready for Submit, etc.) and the user’s responsibility (Filing Author, Filing Signer). For
example, a filing that is signed and ready to submit will have different options than a filing that is in-progress.
See 5.5.1 through 5.5.5 for examples of button ribbon displays.

c. Forms & Schedules box. List of the form and associated schedules (if any) that have already been created or
imported for the filing. The buttons at the right of this section are for functions that affect only the selected form
or schedule. Click the form or schedule to select it, and then click one of the buttons on the right.

e Open the selected form or schedule for editing or review. This option is available only to the Filing
Author, and only while the filing is In-Progress.

e Create PDF of the selected form or schedule.

e Export the selected form or schedule to your computer as an XML file.

o Delete the selected schedule. The Form 5500/5500-SF cannot be deleted here. If you wish to delete the
form and all associated schedules and attachments, use the Delete button from the main button ribbon.

d. Attachments box. Delete or view files already attached (if any). This is only available to a Filing Author while
the filing is In Progress.
e. Available Schedules box. Lists the schedules that can be created or imported as part of the current filing.
o Create button to create the selected schedule.
e Import button to import the selected schedule.
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5.5.1 Filing Author with an In-Progress Filing

Add Attachments, Export, Create PDF, Validate, and Add Signers buttons are enabled for the Filing Author
while the filing is In-Progress. The Sign and Enable Edit buttons are disabled until a signer is added. The
Submit button is disabled until the filing has been signed.

The Delete button deletes the whole filing, including schedules and attachments (if any).

Lucas Salvage 401Kk (Last Updated On : 03/06/2012)
“ Add Attachments | Export | Create PDF | Validate | Add Signers | Sign | Enable Edit | Submit | | Delete | Close ”
Forms and Schedules Available Schedules
Type Sch A ldentifier Open Create
Form 5500 Create PDF Schedule A Import
Schedule C Export Schedule MB
Schedule H Delsle Schedule 5B
e e e T T o et T e e, e e T S AT e e A, Sl et e el e T s Lo Tl e o s e A menme ot e

Figure 104. Button Ribbon, In Progress filing

5.5.2 Filing Author Who is also Filing Signer with a Filing Awaiting Signature

Once a signer has been added, the Add Attachments, Export and Validate buttons are disabled. The Sign button
is enabled if the Filing Author is also a Filing Signer. The Add Signers button allows the Filing Author to view
the added signer(s), add an additional signer, or delete an existing signer. The Enable Edit button allows the
Filing Author to remove the added signer(s) and continue to edit or validate the filing.

Lucas Salvage 401k (Last Updated On : 03/06/2012)
Add Attachments | Export |Create PDF |'.'a|ic|ate | Add Signers | Sign | Enable Edit | Sul:mil| | Delete | Close ”
Forms and Schedules Available Schedules
Type Sch A Identifier Open Create
Form 5500 Create PDF Schedule A Import
Schedule C Export Schedule MB
Schedule H La== Schedule 5B
T i R s “ e s A ek s s Cabadule D o e e i e S

Figure 105. Button Ribbon, Filing Awaiting Signature
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5.5.3 Filing Author (but is not Filing Signer) with a Filing Awaiting Signature

Once a signer has been added, the Add Attachments, Export and Validate buttons are disabled. The Sign button
is also disabled if the Filing Author is not a Filing Signer. The Add Signers button allows the Filing Author to
view the added signer(s), add an additional signer, or delete an existing signer. The Enable Edit button allows
the Filing Author to remove the added signer(s) and continue to edit or validate the filing.

A to Z Welfare Plan (Last Updated On : 03/06/2012)

5.5.4 Filing Signer with a Filing Awaiting Signature

l | [ create PoF | | Adasigners | | Enabie Edit | | | Delete | Close |
Forms and Schedules Available Schedules
Type Sch A ldentifier
Form 5500 EEIHE Schedule A
Scheduls A ACETS/S Scheduls MB
Schedule A T2321Dv4 Schedule 5B

o R e e e o e st e B N o R R o s b R R e o e ot BENRA MG . ananan s At A

Figure 106. Button Ribbon, Filing Awaiting Signature (2)

A Filing Signer who is not also the Filing Author has limited options to creating a PDF of the filing (for review)

and sign the filing.

5.5.5 Filing Author with a Signed Filing Ready to Submit

Figure 107. Button Ribbon, Filing Signer

A to Z Welfare Plan (Last Updated On : 03/06/2012)
Add Attachments | Export | Create POF | Validate | Add Signers | Sign | Enable Edit | Submit | | Delete | Close ”
Forms and Schedules Awvailable Schedules
Type Sch A Identifier Open Create
Form 5500 Create PDF Schedule & Import
Schedule A ACSTSIS Export Scheduls MB
Schedule & 78321018 ek Schedule 5B
\MM*MM-MM““*WWMM

The Submit button is enabled in the button ribbon once the filing has been signed by the added signer(s).

Lucas Salvage 401Kk (Last Updated On : 03/06/2012)

Add Attachments | Export | Create PDF | Validate | Add Signers | Sign | Enable Edit | Submit |

| Delete | Close

Forms and Schedules

Type
Form 5500
Schedule C
Schedule H

B T A N N A T SIS S A ST T T

Sch A ldentifier

Open
Create PDF
Export
Delete

PP S W S VR SR 1111111 SOOI VPP T

Available Schedules

Schedule A
Schedule MB
Schedule 5B

Figure 108. Button Ribbon, Ready to Submit
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5.6 Forms & Schedules Layout

The forms and schedules are presented on the screen with consecutive line numbering, fields, and descriptive
information in accord with the Form 5500/5500-SF instructions. However, for usability purposes, the forms and
schedules have been separated into tabs. Each tab represents a part or section of a form or schedule. You may go to
any part of a form or schedule simply by clicking the corresponding tab.

Figure 109 shows a Form 5500. Notice the six tabs of the Form 5500. These tabs are labeled Part | A-D, Part Il 1-2,
Part Il 3-4, Part I1 5-7, Part |1 8, and Part 11 9-10, corresponding to the parts in the form.

While the forms and schedules have been broken up into tabs for ease of data input, when you create a PDF of a
filing or component, it is presented as one form or component.

Each page of the forms and schedules includes a link to the EFAST2 Forms, Instructions and Publications page.
Click this link to open a new window to get to the Form 5500/5500-SF Instructions or the EFAST2 User Guides
while working on a form or schedule.

© Moo @ =52 Advarced Search

e UNITED STATES

Sbecrbe 1o Eanad Undates
DEPARTMENT OF LABOR o d ke | smcun I 1 b D01

AtoZimdex | Site Map| FAQs | DOL Forms | About DOL | Contact Us

< Forms, Instructions and Publications >
Fan Part ¥ Patll Part PI‘!'
Al 12 | 34 57 | o ) ( Save |delon| Closs D

A U‘ Valid vadoes for this oasatype ndude vala calenasr 0aces 2 the format MMODYYYY

OB Mos. 1210-0110 |
Eorm 5500 Annual Return/Report of Employee Benefit e
Plan
c:‘:";';::v: ;’;:':’ Thes forrn s required 1o be fod for employee beneft plans under 2011
sections 104 and 4065 of the Employes Retirement Income Securty
> KNDEPRH ot L Act of 1974 (ERISA} and sactions 6047(s), B057(b). and 6058(a) of the
Emcicyes Banefils Setieny Adenigratiss
Internal Revenue Code (the Code) This Form is Open to
Fesion Becanl Guaranty Compention | COMplete all entries in accordance with the instructions 1o the Public | bow
Form 5500.
Part | Annual Report identification Information
For the calendar plan year 2011 or fiscal plan year bagnming  01/01/2011 and endng 12312011
A This tetumvreport is for a mulbemployer plan a multiple-employer plan. or
a single-employer plan a DFE (specty)
B This retuem/repon is 1 the first retumirepon the tnal retumireépon

an amended retum/repon a shon plan year return/report (less than 12 months)
C Wthe plan is a collectvaly-bargained plan, check here

D Check box # filng under Form 5558 automatc axtansion the DFVC program
special axdension (emer description)

1 requently Axked Quastions | | reedom of Informatxn Act | Privacy & Securty Statement | Daclssmers | Custamer Sarvey | Web Site Roticons

145, Departmant of Labor, Frances Ferking Buiing, 200 Conadution Ave., WW. Wathingtan, DC
mlmr“ﬂlﬂhMlM!’“‘IMm

Figure 109. Tabular Format of Forms and Schedules
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5.6.1 Saving and Closing a Form or Schedule

Every form and schedule page contains the following functions:

a. Save. This button saves the form or schedule but remains where you are.
b. Save and Close. This button saves the form or schedule and returns to the Filing Menu page*
c. Close. This button discards all changes since the last time save and returns to the Filing Menu page*

If you click close without saving any changes, a blank form or schedule is created and will appear on the Filing
Menu page in the list of Forms and Schedules. If a blank Form 5500/5500-SF was created, then it will cause a
new filing to be created and displayed in the list of In Progress filings on the Filing Summary page.

* |f you have been working on your form or schedule for more than 30 minutes, you may have been logged out
due to inactivity on the EFAST2 web interface. If this happens, you will be returned to the Welcome Page
(Figure 1) and you will need to log back in. Note, however, that you will not lose any data that you have
entered. This automatic logout does not affect the form or schedule you are working on at the time of the
logout.

You cannot close a form or schedule that has data with invalid formats. You must either fix the errors or clear
out the fields in error before closing. You will receive a message telling you to fix the errors and try again.

' R
Message from webpage - lihj

One or more of the items in this form have not yet been completed
¢ ! . correctly.
Please correct the item(s) and try again.

Figure 110. Data Validation Error

5.6.2 Save Message

When you Save a form or schedule using the Save button, you will see a message telling you the save was
successful. This message will appear in a separate window and that window will need to be closed when you
are finished with it. To close the window, simply close it as you would any other browser window.

= |1
J Windows Internet Explo s e ]
4

€ | https://www.efast.dol.gov/iFile/Suc

Saved successfully!

€ Internet | Protec ¥5 v #®100% ~

Figure 111. Save Completed
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5.6.3 Print and Accessibility Buttons

Other functions common to forms and schedules are shown in the figures below.

UNITED STATES B ~\ UNITED STATES

DEPARTMENT OF LABOR \=/ DEPARTMENT OF LABOR

B )
Print Form Part I Part I Part I Patt I i Toggle Accessibility Mode ¥ | Part Il | Part || :
12 34 5.7 3 E:. 12 | 4 | 5-7 8

[bemmal PatientBd Lo £E00 0 ne. ANNYAL Return

Figure 112. Print and Accessibility Buttons

aly Jv.. i A s B

These buttons are, left to right:
e  Print: Print individual tabs of the open form or schedule.

e  Accessibility: Brings up a small diamond that denotes the field being edited.

Q UNITED STATES

DEPARTMENT OF LABOR

Ato Zmdex | Sse Map | FAQs | DOL Forms | About DOL | Contact Us

N 113 walues for tha Satatype incluoe valla calendmr caies In e format MMDOYYYY
AL e the sien rou e0a dote
Par Il Part Il Pan i Part Il Part |l Save
12 I 34 57 | [ 810 I o IandClml Fioss I
OMB Nos.  1210-0110
Form 5500 Annual RetumIRept;rl; of Employee Benefit bt
n
:.::‘m:;'n': ;;\"';" This form is required to be filad for employse baneft plans under 2010
sections 104 and 4055 of the Emplayee Retirement income Security
- Duparment ot Lsber | Act of 1974 [ERISA) and sections 5047(e), and 6058{a) of the Internal
Empioyee Berafit Seounty Aminguetan R Code (the Cod
Ve Loce (| °) This Form is Open 10
Pacgion Beratit Geammy Cosontion | COMplete all entries in act;t:’t't::r;c;o with the instructions to the Public Inspection
Part | Annual Report Identification Information
For the calendar plan year 2010 or §scal plan year beginning  01/01/2010 and ending Q/:waw
A This returnireport is for a multiemployer plan a multiple-emgloyer plan, of
a singl=-amployer plan & DFE {specify)
T AL AN wme b vk e L A B a AN A ~ ~ SO el B BN o AN AL )0 A DN B AN P ol o> e S aA A S

Figure 113. Accessibility Mode Enabled
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5.7 Message Handling

IFILE displays errors, warnings, and informational messages in a variety of ways:

5.7.1 On-screen messages

These are messages that appear on the upper part of the IFILE screen. They are error, warning, or informational
messages related to the particular function currently being used. No action is necessary except to fix the error if
the message is an error message. The message will disappear once the problem has been fixed. Error messages
are highlighted in red along with the field in error.

UNITED STATES © AIDCL @ EBSA Ay

DEPARTMENT OF LABOR — m

0 Z Index | She Map | FAQs | DOL Forms | About DOL | Comtact Us
Foems, Instructions and Publicatioas

S 1| S

m-.e-u!-emhsq o TS 15 30D Lawcing dmrees e maieed
T e '| il = 0| a0
Form 5500 2011

Annual Return/Report of Employee Benefit Plan

Part i Basic Plan lofomlnﬂon :-'l‘l“l all requ;sle.a m(mmat-on
1a Name of plan Lucas Sahage 401(k) Plan
1b  Theee-digit pkan number (PN) & 4 1c Effectve date of plan 01/01/2008

2a Plan sponsor's name and address, mcluding room or sulle numbes

PPTSIOPReey | ¥ E TR § (RS T T e S S S VUSSP SRR TP G

Figure 114. On-screen Messages

5.7.2 Dialog boxes

These messages pop-up in a window separate from the IFILE screen being used. In some instances you must
close the window before proceeding. In other instances the window remains open when you return to the
original screen.

- - T— & R
Message from webpage M

Invalid information entered.
! % Valid values for this datatype include 3-digit numbers from 001 to 999,
Leading zeroes are required,

- —
\ =

Figure 115. Dialog Box
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5.7.3 Data input descriptions

These are the text descriptions that describe data input fields and are displayed when you hover over a field with
the mouse. This text includes field labels as well as helpful information for filling the fields.

UNITED STATES © oo @ exsa dmad e
DEPARTMENT OF LABOR

a 11 VALO vitums for ING Satatypd InSude BONGE UP 33 8 maumu of 140 Sharsciies AllOWSb CHASONN NCUOE UNBSORIIEE MILE, HamDes, Saen. Nyphen
Qg | alsah. comme, pemcd, cererteses. ampenand, scceroche. alatit, @ and ingle isece Leading soace, feiling space, sfjecent snsces and ot symbols

Pait | Pant Il Pan
AD 2 34

Paad | Pant | Pant o,
51 | 8 a10 | Saw Imuml °°“J

Fom: 5500 Annual Return/Report of Employee Benefit Plan 2011

Part i Basic Plan Information - enter il requestad mformaton
1a Name of plan Lucas Sahage 401(k) Plan |

1b Threa-digit ptan number (PN) ool ¥ § valiwes for this datatype include st

manimum of 140 characters. £

ndude unace

ted lotters numbers hash hyphen

2a Plan sponsor's name and address, including ‘

ath, commma, penod. pareribeses, amperand

([Employer, if for a single-emplayer plan) spastiophe, sstersh @, and single space. Leading
| pace, ading space, adacent spaces and othes
Name Lucas Smith | symbols sve vl
Doing Buzsiness As
AN A Al e MR RS N e e A amra B T et e

Figure 116. Data Input Descriptions (Hover)

5.7.4 Separate Browser Window or Tab

These messages open a new window or tab in your browser. To close these windows or tabs, close them as you
would any other browser window or tab. You may need to turn off your pop-up blocker to see these messages.

Figure 117. Separate Browser Window or Tab
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5.8 Data Entry

When using IFILE, functionality has been included to assist users in the accurate and timely completion of filings.
Additionally, there are settings within the application that have been set to a default. Brief descriptions of these
application areas and the inherent associated functions/settings are detailed below.

5.8.1 Check Boxes

A number of check boxes are included within the IFILE application. These check boxes allow users to make
simple selections for filings, forms, and components. In the creation process, all check boxes are set to the
default setting of ‘unchecked’ and the check boxes for Yes/No answers are mutually exclusive. When an in-
progress filing is saved for future editing, the setting of these check boxes is retained as entered by the user.

5.8.2 Multiple Repeating Blocks in IFILE Schedules

In instances where data or a group of data elements repeat more than once on a form, functionality exists to add
multiple occurrences. An Add button is available to add additional occurrences of an element or group of
elements. This button may be used indefinitely unless otherwise indicated providing for a significant volume of
elements to be added. The Remove button allows a user to remove an occurrence of a repeating element or
group of elements. This button will only remove one occurrence at a time, removing the occurrence that is
actively selected at the time it is clicked.

Several Form 5500 schedules contain repeating blocks of information. For example, Schedule A Part | Line 3
can have several blocks of information that represent multiple persons receiving a commission. Schedule C,
Part I, Line 2 can have several blocks of information that represent multiple service providers receiving direct or
indirect compensation.

The functionality has been enhanced to improve the speed of page loads and prevent errors when multiple
repeating blocks are entered on schedules. The following repeat tables have been updated:

Form Name Part/ Line Field

Form 5500-SF Line 13c Plan transfers

Schedule A Line 3 Persons receiving commissions and fees

Schedule MB Line 3 Contributions to the plan

Schedule MB Line 7 New amortization bases established

Schedule SB Line 18 Contributions to the plan

Schedule C Part | Line 1 Persons receiving eligible indirect compensation

Schedule C Part | Line 2 Other service providers receiving direct or indirect compensation
Schedule C Part | Line 3 Service provider information

Schedule C Part Il Line 4 Service providers who fail to provide information

Schedule C Part 11l Termination information on accountants and actuaries
Schedule D Part | Information on interests in MTIAs, CCTs, PSAs, and 103-12IEs
Schedule D Part 11 Information on participating plans

Schedule G Part | Loans in default

Schedule G Part 1l Leases in default

Schedule G Part 11l Nonexempt transactions

Schedule H Line 5b Transferred to another plan

Schedule | Line 5b Transferred to another plan

Schedule R Line 13 Additional information for multiemployer DB pension plan
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Add and Remove buttons

Forms, Instructions and Publications

‘g “alid values for this datstype include strings up fo 35 characters, including letters, numerals, single space, comma, hyphen, period, slash, percent, and ampersand.

Pf_’;' CO':E:J o e | Part Il | Part IV | Save anga(;ise Close |
SCHEDULE A 2010

Insurance Information
(Form 5500)

3 Persons receiving commissions and fees. (Complete as many entries as needed to report all persons). (“ﬁ

(a) Name and address of the agent, broker, or other person to whom commissions or fees were paid Add | Remove |
5 US - Foreign Total Persons: 1

Name Currently displayed:
Address Line 1 1 through 1

Address Line 2 m m
City

-
Zip Code \.—_/

(b)Amount of sales and base commissions paid
Fees and other commissions paid

(c) Amount {d) Purpose
(e) Organization Code

Figure 118. Add and Remove Buttons for Repeating Blocks

Functionality of Add and Remove buttons

Add and Remove — Click Add to add repeating block of information. Click Remove to delete an entry. When the
Remove button is used, the entry in which the cursor was last located will be deleted. This means you can delete the
first entry on a page, the last, or any in the middle. If you wish to delete the second entry, click into the Name field
to select it, and then click Remove.

Total — This field’s name/description is unique to the entries, and tells how many total repeating entries have been
created for this data element or group. In this example, it is called "Total Persons." On other pages, it might be
called "Total Entries," "Total Providers," "Total Transfers," etc.

Currently displayed: (entries) 1 through ## - This shows the entries that are currently being displayed for this
repeating data element or group. A maximum number of 5 entries can be displayed at a time. If there are more than
5, a second section will contain 6 through 10, then 11 through 15, etc.

Previous and Next — These buttons will display multiple entries in groups of 5. Initially, 1 through 5 will be
displayed. Click Next to display 6 through 10, and so on. Click Previous to go back in groups of 5.

First and Last — Multiple entries appear in groups of 5. The First and Last buttons navigate to the first group of 5
and the last group of 5. This functionality is similar to Previous and Next. However, this allows the user to navigate
quickly to the beginning or end of their entries without having to click Next or Previous several times.
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Add |Rerncwe| Add |Rerrn:we| Add |Remmrel
Total Persons: 11 Total Persons: 11 Total Persons: 1
Currently displayed: Currently displayed: Currently displayed:
1 through 5 & through 10 1 through 11
Next Previous| Next Previous| I

[ P R B R

Figure 119. Example of Multiple Entries

NOTE: Buttons that are not active are grayed out. You cannot click
Previous if there is no previous section, and you cannot click Next if you
are already on the last record. If you have not added more than 5 entries,
then all options are grayed out except for Add and Remove.

Add | Removel

Total Persons; 1

Currently displayed:
1 through 1

Figure 120. Unavailable Options Cannot be Clicked
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The example below shows that five (5) entries have been made. When entering information into Line 3, if another

""person receiving commissions and fees" needs to be entered, click the Add button. Do this as many times as
necessary.

Forms, Instructions and Publications

Part | Part | Save
1.2 Continued Part Il | Part Il | Part 'V | Save and Close Close
SCHEDULE A . 2010
Insurance Information
(Form 5500)
3 Persons receiving commissions and fees. (Complete as many entries as needed to report all persons).
(a) Name and address of the agent, broker. or other person to whom commissions or fees were paid Add | Rem“'el
@US @ Foreign ¢ Total Persons: 5

Name Name number one Currently displayed:
Address Line 1 Address number one 1 through ]

Address Line 2 Next
City City number one

First Last
State Kansas E| -

Zip Code 11111

(b)Amount of sales and base commissions paid m
Fees and other commissions paid

(<) Amount 111 {d) Purpose Purpose number one
(&) Organization Code 1

(a) Name and address of the agent, broker. or other person to whom commissions or fees were paid

@ US ) Foreign
Name Name number two
Address Line 1 Address number two
Address Line 2
City City number two
State Kansas E|
Zip Code 22222
(b)Amount of sales and base commissions paid 222
Fees and cther commissions paid
() Amount 272 (d) Purpose Purpose number two

() Organizaticn Code 2

(a) Name and address of the agent, broker, or other person to whom commissions or fees were paid

@ US ) Foreign
Name Name number three

Address Line 1 Address number three

I N Y S TR S T ST ST AU ¥ S SR Y L ST SR W WU G SR G SV GEPRF At SV U S S W ¥ S S ¥ SROORR SN S e P

Figure 121. Example of Schedule A Showing Multiple Entries for Line 3
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5.8.3 Default Data

Unless otherwise indicated within an individual page, all fields default to blank at the onset of the creation
process. When a filing is saved and later retrieved for additional work in the edit phase, all data fields will
default to the entry made as of the most recent save. Only the last version is saved in the database. Some
mathematical calculations are performed automatically. In these instances, the calculations are based on data
included in the form as it is entered by the user.

5.8.4 Form Tabs

All forms have been organized on-screen using tabs to facilitate ease of use. The tabs are labeled for easy
recognition.

5.8.5 Date Fields

All date fields follow a standard MM/DD/YYY'Y format and must be entered as such. To assist users with date
formats, field level help is available within the application that indicates this format.

5.8.6 Navigation

Navigation through the forms and schedules is performed by clicking the tab corresponding to the portion of the
form or schedule you wish to view. Navigation through IFILE is performed by using the links to the various
components of the filing.

5.8.7 Saving and Closing

Saving (or not saving) data and exiting a form or schedule is performed using three buttons. These buttons are
Save, Save and Close, and Close.

5.8.8 Inherited Data

Due to interdependencies of some forms and schedules, some fields require the same data as the corresponding
field on the Form 5500/5500-SF. As such, some data is inherited to assist the user and ensure accuracy. As an
example, Plan Name on Schedules A and SB will have the corresponding data fields populated with the data
inherited from the parent form. Note however that if the schedule is not associated to a filing during data entry,
these fields will remain blank and will not be available for edit.
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5.9 Emails

System-generated emails from efast2 @efastsys.dol.gov are sent from EFAST2 during the signing ceremony.

NOTE: The exact look and feel of the emails received by a user is
determined by the user’s email client.

5.9.1 Request for Signature

When a Filing Signer has been associated with a filing by a Filing Author, the associated Signer is notified by
email that his/her signature is needed.

EFAST2 signature needed Trash |x

efast2@efastsys.dol.gov to me show details Mar 7 (1 day ago) Reply | v

You have been asked to sign filing "Lucas Salvage 401K" by Suzanne Carlton. Please log
into the EFASTZ2 Website at www efast dol gov and access this filing using the "Filings
Awaiting Your Signature"” link in the "Other Work" section of your main page.

If you have guestions or feel you should not sign this filing, please contact Suzanne
Carlton at s.carlfon@yzmail.com.

Thank you!

This is a system-generated email. No reply is necessary.

Figure 122. Request for Signature Email

5.9.2 Signature No Longer Needed

Once a Filing Signer has signed the filing, the signer will receive an email saying their signature is no longer
needed. This is to ensure the signer knows that the electronic signature was received.

Receipt of this email does not imply that the signature is valid.

Filing Authors may also remove associated signers from a filing if the filing needs to be edited further, which
will also result in the sending of this email to the removed signer.

EFAST2 signature no longer needed Trash |x

efast2@efastsys.dol.gov to me show details Mar 7 (1 day ago) Reply | v

Your signature is no longer needed on Lucas Salvage 401k.

If you have guestions or feel this action is an error, please contact Suzanne Carlton at
s.carltton@xyzmail.com.

Thank you!

This is a system-generated email. No reply is necessary.

Figure 123. Signature No Longer Needed Email
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5.9.3 All Signatures Have Been Obtained

Once all signatures associated have provided an electronic signature, the Filing Author is notified that the filing
is ready to be submitted.

EFAST2 Filer Notification Trash |x

efast2@efastsys.dol.gov to me show details Mar 3 (6 days ago) Reply | v

All signatures for "Lucas Salvage 401K" have been completed. Please log into the
EFAST2 Website at www efast dol.gov and access this filing using the "Signed and Ready
for Submit" link in the "Filings Awaiting Completion” section of your main page.

Thank you!

This is a system-generated email. No reply is necessary.

Figure 124. All Signatures Have Been Obtained Email

5.9.4 Submission Has Been Processed

When processing has completed for a filing, the Filing Author is notified via email.

EFAST2 Submission has been processed Trash |x

efast2@efastsys.dol.gov to me show details Feb 18 Reply | v

Your submission to EFAST2 has been received. The EFAST2 automated system is currently attempting to
process the Form 5500 or Form 5500-SF returnsireports you sent. You now need to check the filing status of the
Form 5500 or Form 5500-SF returns/reports for any problems the system has identified in your returns/reports.
The filing status should be available in about 20 minutes.

You can check the filing status of your returns/reports by either of the following methods:

1) Opening the software you used to send us the submission, and checking the status of the Acknowledgment 1D.
Please refer to your software user guide for specific instructions on how to do this.

2) Going to the EFAST2 website at hitp:/www.efast dol.gov. Click Login and enter your User ID and Password.
Once you have successfully Logged into the website, click "Submissions" to see the status of your Form 5500 or
Form 5500-SF returnsireports. A list of "Acknowledgment Errors” (any problems identified with your filing) will be
available.

Additionally, you can verify receipt only by calling the EFAST2 Help Line at 1-866-GO-EFAST (1-866-463-3278)
and following the voice prompts. You must enter the plan year, EIN, and plan number to verify receipt through this
automated voice response system.

If, after reasonable attempts to correct your filing to eliminate the identified problem or problems, you are unable
to address them, or you believe that you are receiving the message in error, call the EFASTZ2 Help Line at 1-866-
GO-EFAST (1-866-463-3278) or contact the service provider you used to help prepare and file your annual

returns/reports. The EFAST2 Help Line hours of operation are 8:00 a.m. to 8:00 p.m., Eastern Time, Monday
through Friday, except for Federal holidays.

Please be aware that even after your filing has been processed by the EFAST2 automated system, it is subject to
additional reviews by the DOL, IRS, and/or PBGC and, based upon those further reviews, may be subject to
required amendment, correction and the assessment or imposition of penalties.

For reference, the Acknowledgment ID(s) for your submission are listed below.

20110218151944D020006725824001

Thank you,

The U.S. Department of Labor

This is a system-generated email. No reply is necessary.

Figure 125. Submission Has Been Processed Email
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5.10 Attachment Types — 2009 and 2010 Form Versions

Form/ Line

Attachment Type Code Schedule Number Attachment Description
AccountantOpinion Schedule H - Accountant's Opinion

Schedule MB Line 8b Active Participant Data
ActiveParticipData Schedule SB Line 26 Active Participant Data

Schedule MB Line 6 Actuarial Assumption Methods
ActrlAssmptnMthds Schedule SB Line 23 Actuarial Assumption Methods
SchMBActrlCertification Schedule MB Line 4a Actuarial Certification

. Actuarial Prior Year Credit Funding
ActrlPrYrCreditBalanceAmt Schedule M8 Line St Deficiency

. Alternative 17 - Year Funding Schedule
SchSBAIt17YrFndngAirlines Schedule SB Line 27 for Airlines

SchRAssetLiabTransfer Schedule R Line 17 Assets Liability Transfer

Schedule SB Line 27 Balances Subject to Binding

SchSBBalSubjectToPBGC Agreement with PBGC
FinancialStatements Schedule | Line 4k CFR 2520.104-50 Statement
. Change in Non-Prescribed Actuarial

SchSBNonPrescribedActrlAssmptn Schedule SB Line 24 Assuriptions
SchRCollectBargainExpireDate Schedule R Line 13d | Collective Bargaining Agreement
SchRContribRateUnitMeasure Schedule R Line 13e | Contribution Rate Information
SchB Schedule SB Line 27 Delayed Funding Rules Relief

Schedule H Line 4a Delinquent Participant Contributions
DelngntPartcpContrib Schedule | Line 4a Delinquent Participant Contributions
SchSBDiscountEmplrContrib Schedule SB Line 19 Discounted Employer Contributions

. Progress Under Funding Improvement
h le MB Line 4
SchMBPlanFndngProgress Schedule ine ac or Rehabilitation Plan

Estimated Investment Return on

h le MB Li
Schedule ine 6g Actuarial Value of Assets

SchMBEstRatelnvestReturnActrl

Schedule MB Line 6h Estimated Investment Return on
SchMBEstRatelnvestReturnCurrent Current Value of Assets

SchRFundinglmprovementPlan Schedule R PartV Funding Improvement Plan

. lllustration Supporting Actuarial
SchMBActrllllustration Schedule MB Line 4a Certification of Status

. Information for Each Individual
SchSBEachlIndividualEmplrinfo Schedule S8 Line E Employer

. Information on Use of Substitute
SchSBSubMortalityTable Schedule S8 Line 23 Mortality Tables

Schedule MB Line 11 Justification for Change in Actuarial

SchMBJustificationChgActrlAssmptn Assumptions
SchSBLiquidRgmntCert Schedule SB Line 20c Liquidity Requirement Certification
SchSBMethodChange Schedule SB Line 25 Method Change
SchRMultiplePlansLiab Schedule R Line 18 Multiple Plan Liabilities
SchGOverdueleaseExpln Schedule G Part Il Overdue Lease Explanation
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Form/ Line
Attachment Type Code Schedule Number Attachment Description
SchGOverdueloanExpln Schedule G Part | Overdue Loan Explanation
PlanAtRisk Schedule SB Line 4 Plan at Risk
Form Administra
5500/5500- tive
ReasonableCause SF Penalties | Reasonable Cause
SchRFundinglmprovementPlan Schedule R Part V Rehabilitation Plan
SchMBReorgStatusExpln Schedule MB Line 5 Reorganization Status Explanation
SchMBReorgStatusWorksheet Schedule MB Line 5 Reorganization Status Worksheet
SchSBAmortzBases Schedule SB Line 32 Schedule of Amortization Bases
. . Schedule of Assets (Acquired and
SchAssetsAcqDisp Schedule H Line 4 Disposed Of Within Yegr)
. . Schedule of Assets (Held at End of
SchAssetsHeld Schedule H Line 4 Year) |
Lines9c/ | Schedule of Funding Standard Account
SchMBFndgStndAccntBases Schedule MB 9h Bases
FivePrcntTrans Schedule H Line 4j Schedule of Reportable Transactions
Schedule
MB -
Schedule MB | Statement
by Enrolled
Actuary Signed Schedule MB
Schedule
Schedule SB SB - Who
MBSBActuarySignature Must File | Signed Schedule SB
SchABasisStmtPremRate Schedule A Line 6a Statement of Basis of Premium Rates
Schedule MB Line 6 Summary of Plan Provisions
PlanProvisions Schedule SB Part V Summary of Plan Provisions
Termination Information on
SchCTermAccntOrActuary Schedule C Part il Accountants and Enrolled Actuaries
WeightedAvgRtmtAge Schedule SB Line 22 | Weighted Average Retirement Age
Schedule SB Part V _
OtherAttachment Explanation of Status
Schedule SB Update of Funding Improvement Plan or
PartV T
Rehabilitation Plan
Schedule SB Explanation of Discrepancy in Prior Year
Line 7 Funding Standard Carryover
Balance or Prefunding Balance
Schedule SB Line 8
Late Quarterly Installments
Schedule SB . Explanation of Credit Balance
Line 9 .
Discrepancy
Schedule SB Line 23 Information on Use of Multiple Mortality

Tables
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Attachment Type Code Form/ Line Attachment Description
Schedule Number
ESignatureAlternative Form Signature | Manually signed Form 5500 or
5500/5500-SF and Date | 5500-SF under e-signature option
for service providers. See
“Signature and Date” section of
the Form 5500 and Form 5500-SF
Instructions for additional
information.
AccountantOpinion Schedule H Line 3c IQPA report
Schedule | Line 4k IQPA report
ActiveParticipData Schedule MB Line 8b Active Participant Data
Schedule SB Line 26 Active Participant Data
ActrlAssmptnMthds Schedule MB Line 6 Actuarial Assumption Methods
Schedule SB Line 23 Actuarial Assumption Methods
ActuaryStatement Schedule MB Statement | Actuary has not fully reflected
by Enrolled | any regulation or ruling. See
Actuary “Statement by Enrolled Actuary”
section of the Form 5500
Schedule MB Instructions for
additional information.
Schedule SB Statement | Actuary has not fully reflected
by Enrolled | any regulation or ruling. See
Actuary “Statement by Enrolled Actuary”
section of the Form 5500
Schedule SB Instructions for
additional information.
SchMBActrlCertification Schedule MB Line 4a Actuarial Certification
SchSBAIt17YrFndngAirlines Schedule SB Line 27 Alternative 17 - Year Funding
Schedule for Airlines
SchRAssetLiabTransfer Schedule R Line 17 Assets Liability Transfer
SchSBBalSubjectToPBGC Schedule SB Line 27 Balances Subject to Binding
Agreement with PBGC
SchSBNonPrescribedActrlAssmptn Schedule SB Line 24 Change in Non-Prescribed
Actuarial Assumptions
SchRFundinglmprovementPlan Schedule R Part V Funding Improvement Plan
SchMBActrllllustration Schedule MB Line 4a [llustration Supporting Actuarial
Certification of Status
SchSBSubMortalityTable Schedule SB Line 23 Information on Use of Substitute
Mortality Tables
SchMBlustificationChgActrlAssmptn Schedule MB Line 11 Justification for Change in
Actuarial Assumptions
SchSBMethodChange Schedule SB Line 25 Method Change
SchRMultiplePlansLiab Schedule R Line 18 Multiple Plan Liabilities
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Attachment Type Code Form/ Line Attachment Description
Schedule Number
PlanAtRisk Schedule SB Line 4 Plan at Risk
ReasonableCauselate Form Administra | Reasonable Cause for late filing
5500/5500-SF tive
Penalties
ReasonableCauseAO Form Administra | Reasonable Cause for late or
5500/5500-SF tive missing IQPA Report
Penalties
SchMBReorgStatusExpln Schedule MB Line 5 Reorganization Status
Explanation
SchMBReorgStatusWorksheet Schedule MB Line 5 Reorganization Status Worksheet
SchlWaiverlQPA Schedule | Line 4K 2520.104-50 Statement
SchSBAmortzBases Schedule SB Line 32 Schedule of Amortization Bases
SchAssetsHeld Schedule H Line 4i Schedule of Assets (Held at End of
Year)
SchMBFndgStndAccntBases Schedule MB Lines 9c/ | Schedule of Funding Standard
9h Account Bases
FivePrcntTrans Schedule H Line 4j Schedule of Reportable
Transactions
SchRRehabPlan Schedule R Part V Schedule R Rehabilitation Plan
MBSBActuarySignature Schedule MB Statement | Signed Schedule MB. See
by Enrolled | “Statement by Enrolled Actuary”
Actuary section of the Form 5500
Schedule MB Instructions for
additional information.
Schedule SB Statement | Signed Schedule SB. See
by Enrolled | “Statement by Enrolled Actuary”
Actuary section of the Form 5500
Schedule SB Instructions for
additional information.
PlanProvisions Schedule MB Line 6 Summary of Plan Provisions
Schedule SB Part V Summary of Plan Provisions
OtherAttachment Schedule A Line 6a Statement of Basis of Premium
Rates
Schedule C Part Ill Termination Information on

Accountants and Enrolled
Actuaries

97




EFAST2 IFILE User’s Guide
Document Version ID 10.1/041112

Attachment Type Code Form/ Line Attachment Description
Schedule Number
Schedule G Part | Overdue Loan Explanation
Schedule G Part Il Overdue Lease Explanation
Schedule H Line 4a Delinquent Participant

Contributions

Schedule H Line 4i Schedule of Assets (Acquired and
Disposed Of Within Year)

Schedule | Line 4a Delinquent Participant
Contributions

Schedule MB Line 4c Progress Under Funding
Improvement or Rehabilitation
Plan

Schedule MB Line 6g Estimated Investment Return on

Actuarial Value of Assets

Schedule MB Line 6h Estimated Investment Return on
Current Value of Assets

Schedule MB Line 9f Actuarial Prior Year Credit
Funding Deficiency

Schedule R Line 13d | Collective Bargaining Agreement

Schedule R Line 13e | Contribution Rate Information

Schedule SB Line E Information for Each Individual
Employer

Schedule SB Line 7 Explanation of Discrepancy in

Prior Year Funding Standard
Carryover Balance or Prefunding

Balance
Schedule SB Line 8 Late Quarterly Installments
Schedule SB Line 9 Explanation of Credit Balance

Discrepancy
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Attachment Type Code Form/ Line Attachment Description
Schedule Number
Schedule SB Line 15 Reconciliation of AFTAP
Calculation
Schedule SB Line 19 Discounted Employer

Contributions

Schedule SB Line 20c Liquidity Requirement
Certification

Schedule SB Line 22 Weighted Average Retirement
Age
Schedule SB Line 23 Information on Use of Multiple

Mortality Tables

Schedule SB Line 27 Delayed Funding Rules Relief

Schedule SB Line 27 Pre-PPA Funding Rules
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5.12 Attachment Message Handling

Attachment Checking

During the Add Attachment process, the system will perform several checks along the way.
1. Both the Attachment Type and the Attachment File must be specified.

®

The following error(s) have occurred

« AtfachmentType 5 required.
« AttachmentFile is required.

Figure 126. Missing Attachment Type and Attachment File

2.

The Accountant’s Opinion and the signed schedule MB/SB that has to be attached to a filing must be in
PDF; all other attachments must be either a plain text or PDF file.

@ The following error(s) have occurred

= The file you attempted to attach is not a valid format. Please try again.

Figure 127. Invalid File Type

3. While you may have multiple attachments for most attachment types, you may only have one Accountant’s
Opinion. This check is performed before the file type check; so, if you also selected an invalid file, you
will only see this error message.

@ The following error(s) have occurred

« Only one Accountant's Opinion may exist for 3 filing. Please try again.

Figure 128. Second Accountant’s Opinion Not Allowed

4. Attachments should not exceed the maximum file size of 60 MB encoded (which is about 44.3 MB
decoded). If the attachment is larger than 60 MB encoded (or about 44.3 MB decoded), you will only see
this error message.

@ The following errar(s) have occurred

« THE FILE YOU WERE ATTEMPTING TO ATTACH WAS NOT ADDED TO YOUR RETURN/REPORT. The file you attempted to

attach exceeded the maximum size limit. Reduce the file size of the attachment. This error may be the result of 3 PDF attachment
scanned as an image at a high resolution. Please correct the problem and attemnpt to attach a smaller size file. If you need
assistance resolving this problem, refer to the EFAST2 FAQ or contact the EFAST2 helpdesk at 1-866-463-3278.

Figure 129. Attachment Exceeds Maximum File Size
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5.13 Import a Filing Message Handling

Attachment Checking

During the Import a Filing process, IFILE will check to ensure the file type is a valid XML file. Only valid XML
files can be imported.

Import a Filing

lé UserSuzanne Carkon

To rmoort 3 filng from your local computer, i out al nformabion and cick “Browsae...". Once cormplete, chdk on “Impart Filng” to mport
your fing nto the EFAST2 system,

® Tha folowng emor(s) have occurred
« The file you have salected & an nvald fle type.

Foem Yean 2010 v
Féng Name: B Rogers Future Plan
Import Fla:  C\Users\carlsu\Desktop\PDFs for filings | Browse._

[_impotFiing | | Cancei |

Figure 130. Invalid File Type when Importing a Filing

Import a Filing

To mport 2 fing from your kel computer, f§ out 3l nformaoen and dick "Browse,..”, Once complete, dick on “Import Fing” to mport
your fing nto the EFAST2 system,

® The folowing emor(s) have occurred
 The file you have selocted 5 an nvald XML file,

Form Year: 2010 -
Fing Name: B Rogers Future Plan
Import Fle:  C\Users\carizu\Desktop\ImpontFilingzAnd | Browse..

| smpedFiling | | Cancel |

Figure 131. Invalid XML File when Importing a Filing

101



EFAST2 IFILE User’s Guide
Document Version ID 10.1/041112

5.14 Encryption

To protect user data when using the public internet and utilizing IFILE, all data between the user’s computer and the
IFILE web server are encrypted. This encryption is achieved through the use of Secure Socket Layer (SSL) on the
IFILE web server. This encryption occurs upon log in of registered users with valid user credentials. Once
authorized, a secure encrypted channel is established between the user’s browser and the IFILE web server. The
user will see the address bar of their browser change from “HTTP” to “HTTPS” in front of the IFILE web server
address. It is the presence of the “S” at the end of the HTTPS address and padlock at the bottom of the browser that
indicates a secure encryption has been established and is in place. At this point, all data sent to and from the web
server is encrypted until the user terminates the session with the IFILE server. This encryption ensures that while a
user is retrieving, editing, or submitting filings/components that no unauthorized user will be able to see or interject
malicious data into the session.

5.15 Entity Requirements

Filers can change data on original filing submissions, no matter when the original filing was processed by amending
them. An amended filing submission occurs in one of two ways:

Filing to be amended is in the EFAST?2 system: The user selects the filing to be amended and tells IFILE to amend
it. The amended filing is automatically matched to the parent/original filing. Once linked together, the amended
filing is considered a complete replacement of the original filing. No deletion of data or consolidation of data
for the two filing occurs; the original filing remains accessible in the database.

Filing to be amended is not in the EFAST?2 system: The user checks the amended filing box on the Form 5500
series used. Once submitted, the amended filing is considered a complete replacement of the original filing.

Filings may be amended more than once; each amended filing will be linked to the previous amendment and the
original filing (if they exist in EFAST2).
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Chapter 6. Troubleshooting
6.1 Pop-ups Blocked

Users should consider turning off web browser pop-up blockers when using the EFAST2 Website. The use of pop-
up blockers can prevent the display of information that may be received at several steps during the filing process.

Pop-up blockers may also prevent the ability to save data entered onto a form or schedule in IFILE.

If your browser is configured to block pop-ups, you may see something similar to this when you attempt to create a
PDF file.

& IFILE - Windows Internet Explore
| —

File Edit View Favorites Tools Help
& IFILE

= -
| Pop-up blocked. To see this pop-up or additiocnal options click here...

U N IT E D STAT E S Subscribe to E-mail Updates © allpoL @ EBSA Advanced Search

[ i divss | ctnscune
DEPARTMENT OF LABOR T R

AtoZIndex| Site Map | FAQs | DOL Forms | About DOL | Contact Us

Forms, Instructions and Publications

Selecting 'Save’ will save the cumrent form dsta.

Part | Part Il Part Il Part Il Part Il Part Il Ly Save
12 | 34 | 57 | 8 | 910 | Sa%e | andClose | ©1os®
OMB Nos. 1210-0110
Form 5500 Annual Return/Report of Employee Benefit s
Plan
Depsriment of iha Tressmy This form is required to be filed for employee benefit plans under 2010
M e e sections 104 and 4065 of the Employee Retirement Income Security
Depatmentoflsbor | Act of 1974 (ERISA) and sections 6047(e), and 6058(a) of the Intemal
Employee Benefits Security Administration
! Re_venue Code (the Qode). . . This Form is Open to
Pension Benefit Gusranty Corporation | COMPplete all entries in accordance with the instructions to the Public Inspection
Form 5500.
‘ Part | Annual Report Identification Information
- RO AL LA A LAIDA T BRADI 0 2 20 200N A Drgin_apeatunn BT ” bon &.100uiN A0 A G0 St b rBdite A B A0 AN om0 e S 2. e C R LT Pens SN

Figure 132. Pop-ups Blocked

To fix this problem, follow your browser’s instructions for disabling the pop-up blocker.
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6.2 Unsupported Action

You should avoid using your web browser's Back button to go back to previous pages. On certain parts of IFILE and
the EFAST?2 website, using your browser's Back button will result in an Unsupported Action message. If so, click
Home to return to the Home — Filing Summary page.

O moo .P—‘I Aduarced Search
3 aionibila T T —
DEPART’V’ENT OF LABOR Ao Z Index | Site Map | FAQs | DOL Forms | About DOL | Contact Us
a
a1 ERISA Filing - Unsupported Action
. { & FEr
. We're sorry but an action was attempted that i not supported at this time,
-
=
Mawm
. ‘_—
-
-
& Melpde
s About
= -
!
Sapport
s 7
-
.
-
-
EBSA

UE. Dapartrvarit of Laber, Frarcas Parking Sulseg. 200 Covatiiton Ave., AW, Washiegion, OC 20213
wwew-dclgoy | Teaphome awmlmumwimnwmlmm

Figure 133. Unsupported Action
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Chapter 7. Resources

7.1 Online Instructions

To assist users in completing the necessary filings and forms associated with ERISA filings, the Department of
Labor has provided a tutorial for users. This ERISA forms completion tutorial is available at www.efast.dol.gov.
Contents of the tutorial include instructions in signing filings as well as how to complete the following forms:

Form 5500 — Annual Return/Report of Employee Benefit Plan

Form 5500-SF — Short Form Annual Return/Report of Small Employee Benefit Plan

Schedule A — Insurance

Schedule MB — Multiemployer Defined Benefit Plan and Certain Money Purchase Plan Actuarial
Schedule SB - Single-Employer Defined Benefit Plan Actuarial

Schedule C — Service Provider

Schedule D — DFE/Participating Plan

Schedule G — Financial Transaction Schedules

Schedule H — Financial

Schedule I — Financial Information — Small

Schedule R — Retirement Plan
7.2 Contacts

Live Customer Service: 866-463-3278 or 866-GOEFAST
Email: efast@dol.gov

Online (web-form): www.efast.dol.gov

7.3 Contact Center Hours of Availability

Assistance is available for filers by telephone, email, and web-form with regard to filing submissions and errors.
Hours of operation for live customer service are from 8:00 a.m. to 8:00 p.m., Eastern Time, Monday through Friday,
except for Federal Holidays (see list below). Email and web-form requests can be submitted at any time with an
anticipated response time of no more than two days.

The following is a schedule of the Government’s Federal Holidays Schedule:
1. New Year’s Day

Birthday of Martin Luther King, Jr.

President’s Day

Memorial Day

Independence Day

Labor Day

Columbus Day

Veterans’ Day

© © N o g &~ w D

Thanksgiving Day
10. Christmas Day
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Chapter 8. Acronyms

DER
DFE
DOL
EBSA
EFAST2
EIN
ERISA
HTML
HTTP
HTTPS
IFILE
PBGC
PDF
PIN
PN
SSL
TE/GE
XML

Data Element Requirements

Direct Filing Entity

Department of Labor

Employee Benefits Security Administration
ERISA Filing Acceptance System 2
Employer Identification Number

Employee Retirement Income Security Act
Hyper Text Markup Language

Hypertext Transfer Protocol

Hypertext Transfer Protocol over Secure Sockets Layer
Internet Based Filing Application

Pension Benefit Guaranty Corporation
Portable Document Format

Personal Identification Number

Plan Number

Secure Sockets Layer

Tax Exempt and Government Entities

Extensible Markup Language
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