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CONTRIBUTION MANAGER OVERVIEW

Contribution Manager (CM) is a Web-based tool that allows clients to securely review and approve their contribution and loan
repayment totals before funding.

Plan sponsors/payroll administrators can use Contribution Manager to send over corrected participant amounts, explanations
of corrections, payroll date changes, and funding adjustments. Clients will also be able to review any corrected amounts or wire
adjustments that T. Rowe Price (TRP) makes along with the associated explanation.

T. Rowe Price associates will use Contribution Manager to track adjusted participant amounts, wire adjustments, and
funding adjustments.

Contribution Manager is located within the Plan Management tab of T. Rowe Price PlanView Portal.
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1: ACCESSING THE SYSTEM
LOGGING IN

Follow

the steps below to access Contribution Manager:

1. Open your Web browser

2. Type in the location: rps.troweprice.com/planview

3. The login screen displays, as below:

Loeg In CLOSE ®

Username

| Forgot My Username -

New to PlanView Portal?
Please contact the authorized approver at your
organization to begin the registration process. If you

are the authorized approver, or you are unsure who
your organization’s authorized approver is, please
contact your T. Rowe Price representative.

If you are a participant in a retirement program and are
trying to access your account please visit the
Warkplace Retirement Site

4. Type in your user name and password
5. Click the “Log In” button

SELECTING CONTRIBUTION MANAGER

Plan

TRowePrice

PLAN MANAGEMENT oocuments compuance

Once you are authenticated by the security system, click “Plan”, then

Transfer Files

“Contribution Manager”

Contribution Manager

Send over corrected participant amounts, explanations of corrections, payroll date changes, funding
adjustments, and review any corrected amounts or wire adjustments that T. Rowe Price makes along with the
associated explanation.

Manage Contributions

From the Quick Links on the left, select Contribution Manager, then

click the Manage Contributions button.
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2: SUBMITTING THE FILE

The client or a third-party payroll provider will send the
contribution and loan repayment file to T. Rowe Price using
either the Client Access: File Exchange (CAFE) or Secured FTP.

Quick Links:

Transfer Files

Contribution Manager

Transfer Files



http://rps.troweprice.com/planview

3: NAVIGATING THROUGH CONTRIBUTION MANAGER
SNAPSHOT PAGE

When you log in to Contribution Manager, you will be directed to the Contribution Manager Snapshot page. This page will show the
following information about the payroll file:
= A status bar that shows the current status of the file and how many steps are left in the process. If your payroll includes
locations, the status bar will reflect the location that is farthest away from Complete status.
= The payroll date of the file.
= The date and time the file was loaded to the T. Rowe Price recordkeeping system.

= A moneybag icon that, when opened, will show the summary of the Funding Request by Type of Money.

/& T Rowe Price | Contribution Manager - Internet Explorer provided by T. Rowe Price =10] x|
! [T bt fzaus towep... 2 x| B 7. Row... | 42| [T PlanView Portal I;"!Tammlcom.,, x| | 5 5 fod

| File Edt ‘View Favorites Tools Help
| % (} shareBrowser WebEx - |

Contribution Manager

T.Rowe ﬁiC&' Help User Guide Contact Us Logout

12345 | ABC COMPANY, INC.

CLIENT SNAPSHOT SUMMARY DETAIL SEARCH REPORTS

(=) SEARCHIFILTER

Current Plan Select a Plan Number

ABC COMPANY, INC. 12345 v

Edit Client Adjustment TRP Review Pending Release Release for Funding Awaiting Funds Complete

Run DateTime Payroll Date

03/07/2017 13:49:28 PM 20170301 Status Totals
TRP Review
Edit Client Adjustment TRP Review Pending Release Release for Funding Awaiting Funds Complete
Run Date/Time Payroll Date
03/07/2017 16:19:57 PM 20170306 Status Totals
Release For Funding | View TO‘.EIF-

w

H10% -

When you log in to view a payroll file for the first time, the status will be Client Adjustment and you will be presented with a
question: “Do you need to add, remove, or modify participant amounts for this payroll file prior to funding?” Answering “No”
will direct you to the Summary page for funding approval. Answering “Yes” will direct you to the Participant Detail page for any
necessary adjustments.



SUMMARY PAGE

The Summary page will show information about the file, such as the payroll date of the file, the date and time the file was loaded
to T. Rowe Price’s recordkeeping system, the Contribution Manager status, the summary of all participants by Type of Money that
were on the original file (Client Amount column), the summary of all participants by Type of Money that are loaded onto T. Rowe
Price’s recordkeeping system (TRP Amount column), any differences between what is on the file and what T. Rowe Price will be
posting, necessary funding and wire adjustments, and the funding request by Type of Money.

In the Client Adjustment and Pending Release statuses, this screen allows you to update the payroll date* if it is not correct and
send notes of instruction to T. Rowe Price regarding the file (e.g., use forfeitures to reduce the company match contribution).
These statuses also allow you to approve the file for funding.

*Users set up with a limited number of location codes will not be able to update the payroll date.

Click the Participant Detail button (next to the Payroll Date) to view the participants on the file, make adjustments, and add notes
of explanation, if applicable.

/5 T Rawe Price | Contribution Manager - Internet Explorer providerd by T. Rowe Price =10/
vowep... 2 x| D 7. Row...| 42| [N planiiew Portal | [ TRowe Price | Contribution... x |_| 0 5 i
| File Edt View Favorites Tools Hebp

| % (} shareBrowser WebEx - |

m et [r! itk s

Confribution Manager

T.RowePrice Help User Guide Contact Us Logout

12345 | ABC COMPANY, INC.

CLI PSHOT SUMMARY DETAIL SEARCH REPORTS

Payroll Date (Required): 2017-03-06 Bne Participant Detail View all Noles

Edit Client Adjustment TRP Review Pending Release Release for Funding Awaiting Funds Complete

Run Date/Time: 03/20/2017 11:04:23 AM

Process Type of Client TRP Funding © Wire Funding
~ Approve Status ¥ Money ¥ Amount ¥ Amount ¥ Difference %  Adjustment Adjustment ¥ Request 5
(] Chient Adjustment LOAN REPAYMENTS  $100.00 $100.00 £0.00 £0.00 $100.00 :
- Py PRE-TAX : : B o
O Client Adjustment CONTRIBUTIONS $2.439.60 $2,43960 50.00 $0.00 $2.439.60 =)
O TOTALS: $2,539.60 $2,539.60 50.00 $0.00 50.00 $2,539.60

Save Submit Approval
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PARTICIPANT DETAIL PAGE

The Participant Detail page (which is activated by clicking the Participant Detail button next to the Payroll Date on the Summary
page or by clicking the Yes button on the Snapshot page) will list every participant by Type of Money that is on the original file and
scheduled to post to the T. Rowe Price recordkeeping system. This page allows you to search for participants by name, Social
Security number (SSN), or employee ID; filter by location codes and/or Type of Money; search for specific dollar values or ranges
of money on the file; and search for corrections and notes provided by T. Rowe Price.

In the Client Adjustment and Pending Release statuses, this screen allows you to update specific participant information on the
file and add a note to an individual participant or a group of participants at one time. You may also notify T. Rowe Price to add
a participant to a specific payroll file by using the Add Contrib/Loan Record button. When you click this button, a new browser
window will open and guide you through the necessary steps.

5 T Rowe Price | Contribution Manager - Internet Explorer provided by T. Rowe Price

@f\-[ﬂ"rmns Squal. trowegprice.... O | & 7. Rowe ... | +# | [[N PlanWiew Portal | 79 7 Rowe Price | Contrbuton ... xl_l A ok o

| Fle Edt View Favorites Tools Help
| % (§ shareBrowser WebEx » |

User Guide Contact Us

12345 ABC COMPANY, INC.

CLIENT SHAPSHOT SUMMARY DETAIL SEARCH REPORTS
(5) SEARCH
Plan Number Plan Name Location  Payroll Date Run Date Procass Siatus
12345 [  ABC COMPANY, INGC. o] 20170608  ZOIT-0320-11:04.23006  Client Adustment [
Lost Name First Nome: 55N Mgtes Type of Note:
4 [§] viewal Notes  —SELECT—[]
Type of Money Doiar Amount Fiekd Criteria Enter o Value
Al M -SELECT- R  —SELECT— ] | Resst | @
Add ConinbutionLoan Record
Pan Messages

If yous hawes o adjustments to make to your fils you should nanigats 1o this Summany Pags to Approve your file for fnding
To find any negative amounts that came on your original fie, fitter e file by seting the Dollar Amount field 10 “Client Amount,” the: Criteria field to "Less than.” and type a 70" into the Value fieid

SEARCH RESULTS

Records Retrieved: 24

Last First Cliet Comrected © TRP Wire .
Name = Mame = E5H 3 Amount ¥ Parficipant Amownt  Amount = Difference % Adpustment Motes @
+ PARTICIPANT NGRID or-0r-0003 s108.09 510809 S0
s PARTICIPANT HALLE Terane0008 5400.00 $500.00 50.00
+ PARTICIPANT MICHOLAS w0011 si $100.50 ,
+ PARTICIPANT ROSERT wow 0020 6304 5104 $0.00
ONARDS o §51.25 5 ¥
FARTICIFANT MICHAE: xopnB $108.00 v

T v &




I hitps:/ Jwwwiqualtroweprice.com/cmr/contributionmanager/ external/clientContributionDetailView.d - Internet Explorer provided by

€ __vlr!mns Squal. troweprice.... 0 =] Bk T. Rowe ... | 42 | [N Planitew Portal |r!mm3mnlnmeamem xl_l
| Fle Edt View Favorites Tooks Help
| % (3 share Browser WebEx - |

Help User Guige Contact Us Logout

12345 | ABC COMPANY, INC.

CLIENT SNAPSHOT SUMMARY DETAIL SEARCH REPORTS

Add Contribution/Loan Repayment

- 12345
Plan Number: 12345 Aud Participant
Plan Name: ABC COMPAMNY, INC.
Payroll Date: 2017-03-06
Run Date: 2017-03-20-11:04:23.0

SSN Name Type of Money Comected Amount Delete

123456789 John Smith PRE-TAX CONTRIBUTIONS %] 100.00 [m]

Save

L

This is the screen on which to add a participant to the file.
REPORT VIEW

The Report View screen provides access to four reports by the payroll date. The reports can be downloaded to a PDF file or an

Excel file. . Rowe Price will store 30 months of payroll activity in Contribution Manager. These reports are not available until
one day after the file has been completed by T. Rowe Price.

5 T Rowe Price | Contribution Manager - Internet Explorer provided by T. Rowe Price
——
@. © [T hitps Squal. travweprice... 0 7|k tdentiied...| +# | [["N Planiew Portal | 79 7 Rome Price | Contribution ..
| Fle Edt View Fevorites Tods Help
| % (3 shoreBrowser webEx - |

—ioixi

ger

T.RowePrice

12345 |

Help User Guide Contact Us Logout

CLIENT SNAPSHOT SUMMARY DETAIL SEARCH REPORTS

NOTE: Reports will not be availabile until one day afler the payroll file has been Completed in Coniribution Manager.

Plan Number  Payroll Date Report Format @

206046 [¥]  -Select- [¥]  POF ¥

* Plan Summary Report
* Panticipant Detail Report
+ Payroll Adjustment Report

= Historical Change Report

0% -
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THE VIEW ALL NOTES SCREEN

This screen summarizes all notes added by any user for a specific payroll file. Notes may be added by the plan sponsor while in
the Client Adjustment and Pending Release statuses.

£ Contribution Manager - Notes History - Intemet Explorer provided by T. Rowe Price =l

Notes

Plan Number: 12345 I Close ‘

Plan Name: ABC GOMPANY, INC.
Payroll Date: 2017-03-01

Run Date: 2017-03-07-13.49:28.0

Added Participant Participant Notes Summary Notes

Client TRP

SSN Name TypeofMoney  EW IR . Notes Updated By Date/Time
YooKk S & w— i — ’ . . . 20170315
s PARTW, HALLE  (3ETPR N SS0000  $D0D Processing terminated by CNTBVLDT calculatos T Rowe Price e dear
200 ARTH EREI A 5 r i - A = § " 2017-03-16
i PARTW.HALLE (S8 - e S50000  $000 Processing terminated by CNTBVLDT calculatos T Rowe Pric e
0002 = PRE-TAX Processing terminated by CNTBVLDT calculator; Does
i PARTW, HALLE  (otoin mons S50000  $0.00 not meet plan guidelines; Participant is over their 4029 T.Rowe Price 2017-03-16 10:49:11.65
e = e limit, the contribution will be removed from the file
Contribution amount remaved from file; Does not meet
= -
O PARTWHALLE TRCTAK o S50000  SD00  pian guidelines; Participant s over their 402g imi, the T Rowe Price N e
- contribution will be removed from the file ~ .
xo-  PARTICIPANT  PRE-TAX e - - T
s iy CONTRIBUTIONS S10250  $10250  Payrol adjusiment needed T Rowe Pric 2017-03-21 15:55:44.349
200606 AT +ARp LOAN 5 . c i 2017-03-07
= PART, RICHARD 2O - \oo 8025 $0.00 Loan # required; T Rowe Price bl
B N o Loan # required; Not acceptng partial payment. Partial
s PART, RICHARD 200\ c\re 5025 $0.00 Bmentis not accepled and wil be removed from the  T.Rowe Price 2017-03-16 10:49:11.65
Loan payment deleted; Not accepting partial payment; 1
YOO et LOAN = : N 2 ! 2017-03-16
= PARTYRICHARD DR -\ 8025 $0.00 Partial payment is not accepted and will be removed T Rowe Price i
from the file
0-Kx- PARTICIPANT LOAN 5 0 o - - = 2017-03-07
0015 DUSTIN REPAYMENTS 075 ] L0002 cited) TS 14:30:29,160007
it ledlililal e 5075 $0.00 kg?:; e an ‘éﬁswgfv:nnnifa‘: LglwlénTch: & Sgrlncf:; : ?fuﬁ T Rowe Price 2017-03-16 10:49:11.6¢
0015 DUSTIN REPAYMENTS 2 et g s P 2l SRS ©

OVERVIEW: MOVING FILES THROUGH CONTRIBUTION MANAGER
In any status, you can access summary and detailed information about the active payroll file by using the navigation bar. The
default page when you log in will be the Snapshot page.

You can use the Summary page to submit a payroll file directly to the Released for Funding status. You can use the Participant Detail
page to return the payroll file to T. Rowe Price for review. This would be done when there are adjustments to be made to the file.

Things to know when working in Contribution Manager:

= The Funding Adjustment column on the Summary screen is primarily used to subtract money from the funding request (e.qg.,
using forfeiture funds to reduce the company match). Values should be entered as negative numbers.
= The Wire Adjustment column on the Participant Detail screen is used to add money to the funding request.

= Contribution Manager uses either the Client Amount column or the Corrected Participant Amount column and the TRP

Amount column to calculate the differences. Therefore, the Corrected Participant Amount column must be blank if you do not

have an adjustment to make. If any number is entered into the Corrected Participant Amount (including zero, which means
to delete a participant’s card), then the Difference column will calculate using the Corrected Participant Amount column and
TRP Amount column.

= After adding data to the Corrected Participant Amount column, the Participant Detail screen updates immediately, whereas
the Summary screen only updates after T. Rowe Price has prepared the file for posting.

= For clients who have a location-specific view of Contribution Manager, when files are loaded to the recordkeeping system,
there may be some locations without any errors and locations with errors. The locations without errors will move to the Client
Adjustment status, while the other locations remain in the Edit status until all errors are resolved or transferred to the external
user for direction.

= Notes should always be entered when entries are made in any of these columns. Please review the Adding Notes section:
— Corrected Participant Amount column
- Wire Adjustment column
- Funding Adjustment column
- When directing T. Rowe Price to resolve errors on the payroll file

= When searching for a participant by Social Security number, enter the number without dashes. Please note that the full nine-
digit Social Security number will not display in the body of the Participant Detail screen.



4: EDIT STATUS

(T. Rowe Price Action—Client has view-only access)

When a contribution and loan file is initially loaded onto T. Rowe Price’s recordkeeping system and there are errors on the file,
the Contribution Manager status will start in the Edit status.*

For every participant (by type of money) who requires a correction to his or her record, an entry will display in the Corrected
Participant Amount column to reflect the adjustment that was made in the recordkeeping system (e.g., if a loan repayment is
received and T. Rowe Price is unable to post the loan repayment card, the card will be deleted from the file and a zero will display
in the Corrected Participant Amount column). Every entry in Contribution Manager will have a note of explanation as to why a
change was made to a participant’s record.

Any errors that require the client’s direction will be flagged and will need to be resolved when the payroll file moves to the Client
Adjustment status.

Based on the setup options for your plan, when a contribution and loan file is initially loaded to T. Rowe Price’s recordkeeping system
and there are no errors on the file, the Contribution Manager status may start in Client Adjustment and will bypass the Edit status.

*Please Note: For clients who have a location-specific view of Contribution Manager: When files are loaded to the recordkeeping
system, there may be some locations without any errors and locations with errors. The locations without errors will move to
the Client Adjustment status while the other locations remain in the Edit status until all errors are resolved or transferred to the
external user for direction.

5: CLIENT ADJUSTMENT STATUS

(Client Action—T. Rowe Price has view-only access)
Client Adjustment is one of the two statuses where the client can enter Corrected Participant Amounts, notes, and payroll date changes.

= Please note: Payroll date changes cannot be made if the user only has access to some of the plan’s locations.

8 USER’S GUIDE—FULL PLAN



The file moves to the Client Adjustment status when T. Rowe Price has completed the initial review/corrections on the file, the file
was clean upon arrival, or it was manually moved to the Client Adjustment status with any issues that need client direction.

(The movement of the file is based on the setup options for your plan.) At this point, an email is generated to users who have
access to Contribution Manager. (Review page 21 to see a sample of the email.)

For location-specific plans, there are three scenarios on how emails are generated:

1. If users have access to one or more location codes but not all of them, they will receive one email for each location code they
have access to.

If all of the users at the client have access to all of the location codes, they will receive one email for each location code on the file.

If some of the users have access to one or more location codes but not all of them, and some of the users have access to all
of the location codes, then only the external users with access to some of the location codes will receive emails. These users
will receive one email for every location code they have access to.

= The users who have access to all of the location codes will only get an email for a location code if no one else at their
company has access to that location.

Please note: Even if differences exist on the Summary and Participant Detail screens of Contribution Manager, the file will still
go to the Client Adjustment status.

CLIENT PROCEDURES AND ACTIONS

= Upon receipt of the email natification, log in to Contribution Manager. The first page you are directed to is the Snapshot page.
Please note: You can check your file status at any time; you don’t have to wait for the email to be delivered.

If there are no errors/issues to address on the file, the system will ask if there are any changes/adjustments that you need
to make to the file.

= |f you answer no, the system will route you to the Summary page to allow for a quick approval of the file.

= |f you answer yes, the system will route you to the Detail page to allow you to make any updates/applicable notes to the file.

/£ T Rowe Price | Contribution Manager - Internet Explorer provided by T. Rowe Price

@_ﬁ @ [0 tps: sl romeprie..... JO x|k T. Rowe .. || £ | [ W Ploniiew Pactal | 7 TRowe price | contrbuon ... x |||
| Fle Edit Vew Favorites Tools Help
| % (3 share Browser  WebEx - |

Contribution Manager

T.RowePrice Help  UserGuide  ContactUs  Logout
12345 | ABG COMPANY, ING.
CLIENT SNAPSHOT SUMMARY DETAIL SEARCH REPORTS

Edit Chient Adjustment TRP Review Pending Release Release for Funding Awaiting Funds Complete

Do you need to add, remove or modify participant amounts for this payroll file prior to funding?

i m
Run Date/Time Payroll Date

03/20/2017 11:04:23 AM 2017-03-06 Status Totols

Chent Adjustrment




= |f there are errors/issues that need to be addressed, you will receive a message on the Snapshot page that will inform you of
the number of errors/issues on the file along with a link to the Detail page, so you can review and provide direction on these
issues (see pop-up below). Note: The Detail page will be automatically filtered to show only the participants who have
errors/issues and all of their sources of money.

Below is a list of different areas to check for accuracy and/or needed updates:

= Review the payroll date on the Summary page for accuracy. To change the payroll date, click on the calendar icon next to the
payroll date, choose a new date on the calendar, and click the OK button.

/5 T Rowe Price | Contribution Manager - Intemet Explorer provided by T. Rowe Price

T.RowePrice’ UserGuide  ContactUs  Logout

12345 | ABC COMPANY, ING.

CLIENT SNAPSHOT SUMMARY D L SEARCH REPORTS

12345-ABC COMPANY, INC.

Payrell Date (Required): 2017-03-06 Bne Participant Delail View all Motes
Payroll Date
<) March 2017 )
[Edit Su Mo Tu We Th Fr Sa Release for Funding Awailing Funds Complete
1123 |4

12|13 |14 (15|16 (17 |18
19|20 (21 (22|23 |24 |25

26 | 27
Process Type of Funding © Wire Funding
~ Approve Stalus & Money = = Difference % Adjustment Adjustment 5  Request %
O  Chent Adustment LOAN REF A 50.00 $0.00 $100.00 (@
r 7 PRE-TAX 3 e 4 w =
0  Clent Adustment e B $2,439.60 52,439,560 50.00 $0.00 52,439.60 @
O TOTALS: $2,530.60 £2,530.60 $0.00 $0.00 $0.00 $2,539.60

Submit Approval

H0% -
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= You may also add notes to the Summary page that give instructions to T. Rowe Price on items such as:
- Using forfeiture money to reduce the contribution
- Using negative reserves to reduce the contribution

To add notes to the Summary page, click on the magnifying glass in the far-right column. Once the note has been entered, click on
the magnifying glass again to close the note.

5 T Rowe Price | Contriby nager - Intemet Explorer provided by T. Rowe Price

.. D [ Plariiew Portsl | 7 7 Rowe price | Contbuton .. % ||

| Fle Edt Vew Favodtss Tools Heb

Help User Guide Contact Us Logout

12345 | ABC COMPANY, INC.

CLIENT SNAPSHOT SUMMARY DETAIL SEARCH REPORTS

12345-ABC COMPANY, INC.

Payroll Date (Required): 2017-03-06 2] Faricipant Detail View il Notes

TRP Review Pending Release Release for Funding Awailing Funds Complete

Run Date/Time: 03/20/2017 11:04:23 AM

Process Type of Client TRP Funding @ Wire Funding
w  Approve Status ¥ Money = Amount = Amount = Difference Adjustment Adjustment =  Request =
O Client Adjustrment LOAN REPAYMENTS $100.00 $100.00 £0.00 $0.00 $100.00 S
| Notes:
O  Ched

O

Enter extra instructions hera |

Submit Approval

11



= You will need to click the Save button at the bottom of the Summary page to save the new payroll date and any notes that you
have entered. This does not move the file to the next Contribution Manager status.

Manager - Internet Explorer provided by T. Rowe Price

~ troweprce com, 0 7] & T.Rowe P...| +2 [N Placiien Porial | §73 v Rowe Price | contbuton .. x ||

| Fle Edt View Favorites Toos Help
| % (4 share Browser  WebEx ~ |

Contribution Manager

T.Rowe Price” Help  UserGuide  ContactUs  Logout

12345 | ABC COMPANY, INC.

CLIENT SNAPSHOT SUMMARY DETAIL SEARCH REPORTS

12345-ABC COMPANY, INC.

Payroll Date (Required): 2017-03-06 B e Participant Detail View all Notes

Edit TRP Review Pending Release Release for Funding Awaiting Funds Complate
Run Date/Time: 03/20/2017 11:04:23 AM
Process Type of Client TRP Funding © Wire Funding
~ Approve Status % Money = Amount % Amount % Difference Adjustment Adjustment % Request =
O Client Adjustment LOAN REPAYMENTS $100.00 $100.00 $0.00 $0.00 §100.00 _\’
2 - = PRE-TAX 3 9 0 4 |
O Client Adjustment CONTRIBUTIONS $2,43960 £2.43960 £0.00 £0.00 §2,430.60 (=7
O TOTALS: $2,539.60 $2,539.60 $0.00 50.00 $0.00 §2,539.60

» Submit Approval

[Fao% = |
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= To navigate to the Participant Detail page, click the Participant Detail button next to the payroll date on the Summary page.

Contribution Manager

T.RowePrice’

12345 | ABG GOMPANY, INGC.

Contact Us Logout

CLIENT SNAPSHOT SUMMARY DETAIL SEARCH REPORTS

12345-ABC COMPANY, INC.

Payroll Date (Required): 2017-03-06 Be View all Notes

Edit Client Adjustment TRP Review Pending Release Release for Funding Awaiting Funds Complate
Run Date/Time: 03/20/2017 11:04:23 AM
Process Type of Client TRP Funding © Wire Funding
~ Approve Status % Money = Amount % Amount % Difference Adjustment Adjustment % Request =
O Client Adjustment LOAN REPAYMENTS $100.00 $100.00 $0.00 $0.00 §100.00 _\.
= ;" = PRE-TAX 2 0 q : |
O Client Adjustment CONTRIBUTIONS $2,43960 £2.43960 £0.00 £0.00 §2,430.60 (=7
O TOTALS: $2,539.60 $2,539.60 $0.00 50.00 $0.00 §2,539.60

- Submit Approval

[Fao% = |




Participant Detail screen:

Rowe Price | Contribution Manager - Intemnet Explorer provided by

Womm sl troweprice.... S0 =] £ T Rowe ... | 4| [N Planitew Portal | [ rromeprce | contrbuton .. x ||

| Fle Edt Vew Favortes Tools Help
| X3 Share Browser_Webx - |

Ak

L el
T.RowelYice User Guide

12345 ABC COMPANY, INC.

CUENT SNAPSHOT SUMMARY DETAIL SEARCH REPORTS
© SEARCH
Plan Number Plan Name Location  Payroll Date Run Date Process Status
15 ] ABGC COMBANYING. M 20170305  201703201104230  Cliet Adustment  [¥]
Last Name First Name: SSN MNotes Type of Note
£8 [ viewsiNoes  —SELECT—[R]
Type: of Money Dollar Amount Fieid Criteria Enter a Ve
A M  -seLecT- B  —SELECT—
Plan Messages

1f you hawe no adjustments to make to your fils you should navigate o the Summary Page to Approve your fil for funding
To find any negative amounts that came on your original file, fitter the file by sathing the Dollar Amount fieid 1o “Client Amount.” the Criteria field to "Less than.” and type & 07 into the 'Value field

SEARCH RESULTS

FRecords Retrieved: 24

Last Fiest

Ciiest Comected @ TR Wire
Name + Hame 2 ssH % Amaunt Parbcipant Amosnt  Amount Difference & Adjustment

+ PARTICIPANT oes0e-D008 sl o

+ PARTICIPANT HaLE oce0e.0008 552000 5420.00 000

+ PARTICIPANT P 0o

. xoenn 0020 S04 $0.00

+ PARTICIPANT LEONARDO w0002 55125 35125 o

+ PARTICIPANT MICHAEL $100.00 $0.00

Notes 04
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= At the top of the page, there is a search and filter area that allows a user to perform searches for participant information or to

filter the file. (This will be defaulted to an automatic filter for any differences on the file.)

1.

There are several different search and filter options on the Participant Detail page.
(Refer to Search Functions on page 17.)

= Adding participants who may be missing from the file can also be done at this time through the Detail page. (Refer to page 21
for more detailed instructions.)

= The plus sign (+) to the left of the participant’s last name stores that participant’s history records. Click on a plus sign to view
a participant’s history and to find notes of explanation entered by T. Rowe Price. All notes that were manually entered or
automatically populated during the Edit status will appear in the participant’s history record.

For more information about Participant History, review Participant History on page 23.

£ Contribution Manager - Record Details - Internet Explorer provided by T. Rowe Price

Record Details

SSN: xxx-xx-0020

Wire

Type of Corrected TRP Adjustment
Run Date/Time Money Participant Amount Amount Amount Notes

O PRE-TAX
0320/2017 11:04:29 AM CONTRIBUTIONS
e e ony  PRE-TAX i

0320/2017 12:30:47 PM CONTRIBUTIONS $53.04

User ID

T.Rowe
Price

T Rowe
Price

= |f adjustments are needed to participant records, positive values must be entered in the Corrected Participant Amount column
on the Participant Detail page. Examples include but are not limited to:

Changing a participant’s contribution amount for any source

= You must enter the new amount the participant should be receiving for a specific type of money in the Corrected

Participant Amount column (e.g., if a participant’s match is equal to $100 and should have been $75, then enter 75.00

in the Corrected Participant Amount column).

Deleting a participant from a file

= You must enter a zero (0) in the Corrected Participant Amount column for all types of money for that participant.

Instructing T. Rowe Price to refund money for a participant’s loan overpayment

= You can enter a value in the Wire Adjustment Amount column that will be equal to the amount of the overpayment.
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T.RowePrice

12345 | ABC COMPANY, INC.

CLIENT SNAPSHOT SUMMARY DETAIL SEARCH REPORTS

Payrocll Date (Required): 2017-03-06 ne Participant Detail

Edit

Run Date/Time: 03/20/2017 11:04:23 AM

Process Type of Client
~ Approve Status = Money = Amount 5
0  Client Adjustment LOAN REPAYMENTS $100.00
f - e PRE-TAX .
O  cClient Adjustment CONTRIBUTIONS $2.439.60
] TOTALS: $2,539.60

View all Notes

TRP Review Pending Release

TRP

Amount =

$100.00

$2.430.60

$2,539.60

Logout

Funding
Request =

$100.00
§2,439.60

§2,539.60

Any entry made by you in the Corrected Participant Amount column or the Wire Adjustment column requires a note of explanation.
To enter a participant note, click on the magnifying glass in the far-right column. Once the note has been entered, click the OK
button to close the note. For more information on notes, please see the section titled Adding Notes.

NOTE: If there is an error/difference, the magnifying glass will appear red until notes of explanation have been added and the

page has been saved.

= You can save your entries by clicking the Save button at the bottom of the screen.

= Once you have completed making your adjustments and notes of explanation, click on the Submit to TRP for Review button at
the bottom of the Participant Detail page to move the file to the next status. This is the only way to get the file to automatically

move to the TRP Review status.
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SEARCH FUNCTIONS GUIDE

/5 T Rowe Price | Contribution Manager - Internet Explorer provided by T. Rowe Price

=10l =]
@Aoll'lmmg Squal. troweprice.... S0 7] 5k 7. Rowe... | 45| [N Planifew Portal | 78 7 Rowe Price | Contrbuton ... % || ) ok 1
| Fle Edt View Favorites Tooks Help
| X_C3 Share Bowser_ Webkx - |

T.RowelYice User Guide

ConfactUs  Logout

12345 ABG COMPANY, ING.
CLIENT SNAPSHOT SUMMARY  DETAIL SEARGH REPORTS
(© SEARCH

Plan Number Flan Mame
12385 [ ABC COMPANY.ING.

Location Payroll Date Run Date Process Status
M 20170306  M170320-11042308]  Client Adjustment  [¥]
Last Name First Name: SSN Motes Type of Note

A8 [ viewsiMotes  —SELECT—[W]

Type of Money Doltar Amount Field Cariteria Enter o Value
A B -seecT- B —seEcT— (=] | Resat |@
Add Contribution/Loan Record
Pian Messages
if you heve i adustments to make to your il you shoukd navigate to the Summary Pags to Approve your file for funding
To find any negative amounts that ¢ ame on your criginai e, fiter e file by setting the Dolar Amount fieid 10 "Client Amount.” the Criteria fiekd to "Less than.” and type a " into the Value fiekd
SEARCHRESULTS
Records Retreved: 24
Last Frst Ciest Comeciea © ™ Wire -
Hame Name Amaunt Parbcipant Amount  Amount Difterence # Adustment Notes ©
+ PARTICIPANT MGAID 510809 500
W HALE 1000 s
PARTICIPANT cHaLas s iz %
ROEES 5 2] S804 0.
LEONARDO 5 1 o
PARTICIPAN MICHAE $108 1080 . v
|

= There is a very robust search and filter area on the Participant Detail page. All data on this screen can be searched
and/or filtered. You must select the “Go” button after selecting your search. Examples include but are not limited to:

= Finding a participant

- To find a participant, you can enter the participant’'s SSN (or Employee ID if that is displaying) in the SSN (Employee ID)
search field located in the second row of the search and filter area.

= When searching for an SSN, do not use dashes in the search field.
= You can also enter the last four digits of the SSN in the search field.
= [f you are searching for an Employee ID, an exact match must be made.

- You can also search for participants by either their first or last name. Those search fields are located in the second row
of the search and filter area.

= You can use search strings in these fields (e.g., entering “Ab” in the last name field will display each participant whose
last name begins with “Ab”).

= Finding differences between the Client Amount (amounts that came on the original file) and the TRP Amount (amounts that
will be posting in the T. Rowe Price recordkeeping system)

- To find these differences, you will need to use three search fields located in the bottom row of the search and filter area:
® |n the Dollar Amount field, select Differences.
= |n the Criteria field, select Not equal to.

= |nthe Enter a Value field, type a zero.
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= Finding negative values that appear on the original file
- To find these negatives, you will need to use three search fields located in the bottom row of the search and filter area:
® |n the Dollar Amount field, select Client Amount.
= |n the Criteria field, select Less than.
= |nthe Enter a Value field, type a zero.
= Finding corrections made to the file by T. Rowe Price
- To find these corrections, you will need to use three search fields located in the bottom row of the search and filter area:
= |nthe Dollar Amount field, select Corrected Participant Amount.
= |n the Criteria field, select Greater than or equal to.
= |nthe Enter a Value field, type a “zero.
= To search for a generic T. Rowe Price note, use the Type of Note field

- Use the drop-down box to select the note to search for. All participants with that note applied to them will show up.

6: TRP REVIEW STATUS

(T. Rowe Price Action—Client has view-only access)

If the client has clicked the Submit to TRP for Review button on the Participant Detail page, the file will automatically move to the
TRP Review status.

Your T. Rowe Price representative will review the file for any changes or instructions directed by you. Once the adjustments are
made to the recordkeeping system and the file is clean and all differences have been cleared in Contribution Manager, the file will
automatically move to the Pending Release status.

7: PENDING RELEASE STATUS

(Client Action—T. Rowe Price has view-only access)

Once the file is in the Pending Release status, an email is generated to users who have access to Contribution Manager.
(Review page 20 to see a sample of the email.)

For location-specific plans, there are three scenarios on how emails are generated:
1. If users have access to one or more location codes but not all of them, they will receive one email for each location code they
have access to.

If all of the users at the client have access to all of the location codes, they will receive one email for each location code on the file.

If some of the users have access to one or more location codes but not all of them, and some of the users have access to all
of the location codes, then only the external users with access to some of the location codes will receive emails. These users
will receive one email for every location code they have access to.

= The users that have access to all of the location codes will only get an email for a location code if no one else at their
company has access to that location.
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CLIENT PROCEDURES AND ACTIONS

= Upon receipt of the email notification, log in to Contribution Manager. The first page you are directed to is the Snapshot page.
Please note: You can check your file status at any time; you don’t have to wait for the email to be delivered.

= |f there are no errors/issues to address on the file, the system will ask if there are any changes/adjustments that you need to
make to the file.

- If you answer no, the system will route you to the Summary page to allow for an approval of the file.
= Review the Funding Request column on the Summary page by each Type of Money or location, if applicable.
- The Funding Request is calculated as follows: TRP Amount - Funding Adjustment + Wire Adjustment.

= Place a check mark in the Approve column at the Grand Total level for all locations, if applicable, then click the Submit
Approval for Funding button at the bottom of the screen.

£ T Rowe Price | Contribution Manager - Internet Explorer provided by T. Rowe Price N .r.LﬂJ_)‘I

6'\ » [ htips: v 20l roweprice.com, 0 ] 1. Rowe ... 2| [ Planifen Portal | £73 Watng for vomzqual rome... x | AT Ic | | A kT

| Fie Edt Wew Favorites Tools Hep
| % share Browser webEx ~ |

Confribution Manager

T.Rowe Price Help  UserGuide  ConfactUs  Logout

12345 | ABC COMPANY, INC.

CLIENT SNAPSHOT SUMMARY DETAIL SEARCH REPORTS

Payroll Date (Required):  2017-03-06 ne M View all Notes

Edit Client Adjustment TRP Review Pending Release Relzase for Funding Awaiting Funds Complate

Run DatelTime: 03/15/2017 14:35:57 PM

Process Type of Client TRP Funding @ Wire Funding
v Approve Status = Money = Amount = Amount = Difference = Adjustment Adjustment +  Request 5
O Pending Release LOAN REPAYMENTS $100.00 $100.00 50.00 50.00 510000 5
PRE-TAX ;s & = e L)
O  Pending Release e o 52,439.60 52,38351 5000 $0.00 52,3835 )
O TOTALS: $2,530.60 §2,48351 $0.00 $0.00 $0.00 §2,483.51

W

[®00% « 4

= Upon review of the funding totals, if you do not agree with the total and you need additional changes to the file, you can
navigate to the Detail Screen and make additional adjustments to a participant’s records. You will need to click the Submit
to TRP for Review button on the bottom of the Detail screen to send the file back to T. Rowe Price. This will move the
Contribution Manager status back to TRP Review.
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8: RELEASE FOR FUNDING STATUS

(T. Rowe Price Action—Client has view-only access)

Once the file is in Release for Funding, T. Rowe Price will prepare the file for posting. The system will automatically generate a
confirmation and send it to the appropriate contact at the client’s organization via CAFE.

9: AWAITING FUNDS STATUS

(Client Action—T. Rowe Price has view-only access)

Once the automated funding document is created, the file will move to the Awaiting Funds status. Upon receipt of your confirmation,
please review the document for accuracy.

Once the funds have been received, T. Rowe Price will post the file to the recordkeeping system.

10: SAMPLE EMAIL NOTIFICATIONS

See example emails below:

AWAITING CLIENT ADJUSTMENTS

From: Contrib Mgr Client Adjustment [mailto:plan_sponsor@troweprice.com]
Sent: Tuesday, June 02, 2009 12:06 PM

To: Smith, Robin

Subject: Payroll File Available - Awaiting Client Adjustments

A payroll file s in the Contribution Manager system and is awaiting your adjustments and comments. You can log into Contribution Manager from the Plan
Sponsor Resource Center at rps.troweprice. com/sponsor or click on the link below.

Plan Number. 123456

Plan Name ACME SAVINGS PLAN
Division Code: b ooed

Payroll Date Receiwved: 03/27/2009

Ifno adjustments or comments need to be added, click on the Submit button on the Participant Detail screen

To log into Contribution Manager now, click: https:/fwww2 troweprice. com/rpsiscm/plansponsor/public/index/0,,.00 html

Please do not respond to this e-mail as this e-mail box is not monitored. If you have any questions, contact your Retirement Plan Coordinator

PENDING CLIENT APPROVAL

From: Contrib Mgr Pending Apprbval [mailto:plan_sponsor@troweprice.com]
Sent: Tuesday, June 02, 2009 12:06 PM

To: Smith, Robin

Subject: Payroll File Available - Pending Approval

A payroll file is available and pending your approval in the Contribution Manager system. You can log into Contribution Manager from the Plan Sponsor
Resource Center at rps.troweprice.com/sponsor or click on the link below.

Plan Number: 123456

Plan Name: ACME COMPANY
Division Code: 30000

Payroll Date Received: 04/16/2009

To log into Contribution Manager now, click: http: rOWeptice. coml cm/plansponsor/public/index/0,,,00. html

Please do not respond to this e-mail as this e-mail box is not monitored. If you have any questions, contact your Retirement Plan Coordinator
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11: ADDING NOTES
CLIENT PROCEDURES AND ACTIONS

To add a participant that is missing to the file:

1. While in the Participant Detail page, click on the button titled Add Contrib/Loan Record. This will open a new browser window.
Enter the applicable information (Social Security number, name, contribution/loan source (select from a drop-down box),

and contribution/loan amount) and click the Submit button on the page. The newly added participants will display in the View all

Notes screen in the Add Participant tab. The T. Rowe Price representative will add the participant in to the file for posting during

the TRP Review status, and the newly added participant will display on the Participant Detail page.

5 hittps:/ fwwwiqualtreweprice.com/cmr [contributionmanager/ external /clientContributionDetailView.d - Internet Explorer provided by
yvpm Squal. troweprice.... O =] &k 7. rowe ... | 42| [ Planitew Portal |r!mmmnwum x

=TT

I_He Edit View Favorites Tools Help
| X Share Browser  WebEx - |

Contribution Manager

T.RowePrice’ Help User Guide Contact Us Logout
12345 | ABC COMPANY, INC.
CLIENT SNAPSHOT SUMMARY DETAIL SEARCH REPORTS

Add Contribution/Loan Repayment
Plan Number: 12345

Plan Name: ABC COMPANY, INC.

Payrell Date: 2017-03-06

Run Date: 2017-03-20-11:04:23.0

SSN Name Type of Money Comected Amount Delete

123456789 John Smith PRE-TAX CONTRIBUTIONS ] 100.00 [m]

v

Hwon v

2. Adding a note on the Summary page:

a.While on the Summary page, click on the magnifying glass icon for a specific Type of Money to open the note window.

Type in the applicable note, close the note, and click the Save button.

b.Some examples for plan-level notes:

i. Directing T. Rowe Price to use plan asset account money to offset the current contribution funding amount.

ii. Directing T. Rowe Price to remove a payroll file or specific type of money for the payroll date.

ili. For location-specific plans, directing T. Rowe Price to remove a specific division from the payroll file.
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3. Adding a note on the Participant Detail page:
a.Adding a note for an individual participant

i. Click on the magnifying glass icon on the participant line to open the note window, type applicable note, close the note,
and click the Save button.

b.Adding a note to a group of participants at one time
i. Filter the Participant Detail page to the desired parameters.

ii. Click the Group Note icon to open the note window, type the applicable note, then click the check box for each
appropriate participant.

ili. To apply the group note to all participants, click the select all check box on the header bar.

iv. Once the group note is applied, click the Save button.

CONTRIBUTION MANAGER

INVEST WITH CONFIDENCE

Help | UserGuide | ContactUs | Logout

Client Snapshot | Summary | Detail Search | Reports

Plan Name:
ABC PLAN E
Last Name: 4 First Name: SSN: Type of Note: =
i [ —sELECT— v
Type of Money: Dollar Amount Field: . Criteria: . Entera Value: 2
I v] [-sacom v [seech | I 1A

Add Gontrib/ Loan Record

Plan Messages:

If you have no adjustments to make to your file you should navigate to the Summary Page to Approve your file for funding.
To find any negative amounts that came on your original file, fiter the file by setting the Dollar Amount field to "Client Amount,” the Criteria field to "Less than,” and type a "0” into the ‘alue field.

Records Retrieved : 50

Corrected () Per Pay Period | Notes)
Last First Location | Type of Client Participant TRP Difference Wiire Compensation
Name Name SSN Code Money Amount Amount Amount Adjustment S
= BEFORE = s T !
+ | PARTICIPAN TOM woowx1626| 0000 | TEOE s132.89 oo 50.00 sooo| [ | 2657.70
Notes: oK
Error Message: Error Reason: Notes: I
Centribution amount removed fram fie  [Hardship restriction/zantribution not applied |
|Participant suspended due to hardship
4 L
BETURE T T =
+ | PARTICIPANT Jint 200-xx-3803 oooo TAXIA01(K) 514214 514214 $0.00 4732.08 &
+ | PARTICAPANT Jim Xx¥-%%-3003 0000 RSP MATCH $189.52 L = ] $189.52 $0.00 2 : 4732.08 Q.
= 3 BEFORE T 1 T &
+ | PARTICIPAN KELLY Xxx-xx-8082 0000 TAXIMD1(K) $46.79 $46.79 $0.00 L | 1858.51 @
BEFORE ; = - =
+ | PARTICIPANT TOM Hx¥-%%-E089 0000 TAXIAD1(K) $91.52 §91.52 $0.00 | 1830.38 Q
+ | Papmeipant [ TOM - BNRY 0000 | RSP MATCH 8737 1 87371 snon| T 1 1panza| (A

22 USER’S GUIDE—FULL PLAN



12:

REPORTS:

= Contribution Manager allows clients and T. Rowe Price representatives to run four different reports based on their payroll date.
All of the reports can be downloaded in either a PDF or Excel file.

= Reports will not be available until the payroll file has been completed in Contribution Manager (one business day after the
funds have been allocated in the recordkeeping system).

1.

13:

Plan Summary Report — This will detail, by Type of Money, the approved TRP Amount for the payroll date selected. The
information on this report will mirror the TRP Amount column on the Summary page.

Participant Detail Report — This will detail, by participant and Type of Money, the approved TRP Amount for the payroll date
selected. The information on this report will mirror the TRP Amount column on the Participant Detail page.

Negative Contribution Report — This will detail all of the participants with a negative value that were transmitted on the file (Client
Amount column on the Participant Detail page) for the payroll date selected.

Historical Change Reports — This will detail, by participant and Type of Money, all participants on the file and their
subsequent history record (changes made to the Corrected Participant Amount and/or the Wire Amount). The report will
also reflect the notes that were entered in Contribution Manager. Again, this is for the payroll date that was selected. This
report does not reflect the Client Amount column and, therefore, will not represent the difference between what comes over
on the file (Client Amount column) and what has posted to the TRP system (TRP Amount column).

PARTICIPANT HISTORY

= Participant history records are created for every participant that comes over on the client’s file (Client Amount column) and
is posting to T. Rowe Price’s recordkeeping system (TRP Amount column). Participant history records display Corrected
Participant Amounts, TRP Amounts, Wire Amounts, and notes. All records are time stamped and user stamped.

To access a single participant’s history, go to the Participant Detail page and click on the plus sign (+) to the left of the
participant’s last name. This will open a new browser.

The first line of every participant’s history is always a blank line that is time stamped and user stamped as T. Rowe Price. This
blank line represents the load of the initial file to the recordkeeping system when there was only a Client Amount column.

When T. Rowe Price is listed as the user, this means the file has run through the recordkeeping system.

When a client makes an entry in either the Corrected Participant Amount column, the Wire Adjustment column, and/or the
Notes column, the client’s Plan Sponsor user ID will appear as the user.

When entries are made by an internal or external user to the Corrected Participant Amount column, the Wire Adjustment column,
and/or the Notes column, and the user clicks the Save button, that information is immediately saved in the history record. If any
amounts are entered incorrectly and the user has already hit the Save button, those entries will appear in the history records.

When a T. Rowe Price representative enters a participant note while the file is in the Edit status or the TRP Review status,
the Note field will automatically reset after the file has been run through the recordkeeping system and the file was moved
to the next Contribution Manager status.

23



NOTES

24 USER’S GUIDE—FULL PLAN



© 2022 T. Rowe Price. All Rights Reserved. T. ROWE PRICE, INVEST WITH CONFIDENCE, and the Bighorn Sheep design are, collectively and/or apart,
trademarks of T. Rowe Price Group, Inc. RETIRE WITH CONFIDENGCE is a trademark of T. Rowe Price Group, Inc.

T. Rowe Price Retirement Plan Services, Inc.

CCON126550 9/22
202209-2429727



