STEP 1 - Sign in to the Plan Sponsor Services website

e Sign in to the Plan Sponsor Services website using your
access ID and password.

Sun 7
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e To begin, select Add/change banking information from the
Administration drop-down menu.

Quick Links

welcome to Group Retirement Ser
coaroo1 Chant
Access 01 0637900001

News Good to know

STEP 2 - Add or change banking information

e Existing bank account information is displayed. ——————————————— T

e To add a new bank account, change the bank account, or T
update the maximum pre-authorized withdrawal (PAW) limit e
that is associated with a plan, select the link in the Plan 7o o change banking nfermaton, seiec e Ik n the o el el

column.

s the a paren party If yes, complete and submit
this form LINK. No further Updates on this screen ave required

Changes made before 4 p.m. ET on any business day will normally be reflected in our systems in approximately 30 minutes,

° The Maximum pl’e'authoriled Withdrawa', (PAW) limit :w’;deb‘:::dvgy :5@2‘5,‘2.6"55;?5;2???2ZZE?&QZ&E’Q‘ account at that time. Changes submitted after 4 p.m. ET, oron a
column shows the maximum amount that Sun Life is

Financial Maximum pre-

Plan Plan Name Sank soeormt 'rnsb(‘i:u,lion Transit number  2uthorized
authorized to withdraw in any given payment - if this .
0 ABC C ompany 0527945 00/ ABC Bark 90027 ¢ s00

column is blank, it means you have not set a maximum limit
for the plan.

* If your payroll provider is sending contributions (remittance information and payments) to Sun Life Financial on your
behalf, you do not need to set up pre-authorized withdrawal. Contact your Group Retirement Services representative
for more details.

Sun
Life Financial




STEP 3 - Select from account update options

Sun

e Select the change you want to make under Tife Financial

Update bank account. S I —

0379/ 01 - Testing Cliant 14 :cB29

Add/change Pre-authorized withdrawal (PAW) banking information
Update bank account m

For Plan: 01 - Testing Client

Current bank account
Effective date: 03 Jun 2013
Transit number: 30800

Financial institution number, name: 0 / CANADIAN IMPERIAL BANK OF COMMERCE
{ FLOGR

010/
305 MILNER AVE STH

Account number: 9595959
Maximum PAW limit: $ 20000
Update the bank account

Selact one of the following options

maimm PAW limi:

Assign an existing bank account: Account] Institution| Transi|Max PAW lmi

& 2dd a new bank account:

[ rrovios 1 corinse |~ conce ]

Step 4 - New account authorization

Sun
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e If a new bank account is being added, you must indicate that

you have the legal authority to enter into the agreement e e i E——
and must agree to the terms and conditions.
Add/change Pre-authorized withdrawal (PAW) banking information
e If the new bank account requires multiple authorized oo .
signatures, Sun Life cannot accept the information online — e

you must select the link to the paper form, complete, print cateory: Business
and forward to the address on the form. rem ot

by that Sun Life has fulfilled the purpose for mhich the PAW was

ament may be cancelied by the Accourthoider st any time, by fe 10 days’ notice of the request to
in {which m.

1 acknowledge that T have the sole authasity to enter into this agreement between the Accountholder and
Sun Life.
Pl

the ts

1 agree to the terms and conditions of the PAW agreement




STEP 5 - Enter new account information

e If anew bank account is being added, you must complete
all information — transit, institution and account numbers,

Sun
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as well as payment frequency, maximum PAW limit, and
accountholder’s name.

Add/change Pre-authorized withdrawal (PAW) hankini information

Add new bank account

For Plan: 01 - Testing Client

Enter your T

nd Account numbers in the spaces provided, Enter the numbers as they appear on your
chaaue, s,

ABC Company
123 Any Strest
City, Prov. Z1Z 121
519) 5550000

PAY TOTHE
CRDER 0F §

City, Prow. ZAZ 121

“ooowe " - "
Transit 8 Instiution # Account #
Effective date: 16 May 2013
Payment frequency:’ @ weekly © Siweekly © Monthly

Maximum FAW limit: £

Accountholder name:

[rrosoes | Contmae 1~ concet |

' is far nformation purpases anly and wil not change how often you submit co:

STEP 6 - Review and submit

Sun
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e Review and select Submit if all the information is accurate.

e Select Previous to make changes to the information. o

Add/change Pre-authorized withdrawal (PAW) banking information
Review and submit
If the new bank account information shown below is correct, dick ‘Submit’ or dick 'Previous’ to make changes.

For Plan: 01 - Testing Cliert

Bank account details
Effective date: 16 May 2013
308
D10/CANADIAN IMPERLAL BANK OF COMMEACE
305 MILNER AVE STH FLOOR

s 75
Maximum PAW limit; $15000

Acco

[ predons ] sabmit ] cancet ]




STEP 7 - PAW Confirmation

SllI,.‘i fie Financial
e The Confirmation page will confirm your changes have
been submitted. You may wish to print this page for your

records.

Cortectus  Profile | on out

1d : 0037900001

Add/change Pre-authorized withdrawal (PAW) banking information

Canfirmation

The updates have been

mitted successfully

Far Plan: a1 - Testing Cliert

Bank account details
Effective date: 16 May 2013
Transit number:

Financial institution number/name: OF COMMERCE
Account number:
Maximum PAW limit:

Pigase print or save the confirmation for your reconds,

If you are adding a new account, your printable confirmation
will look like this sample. It is the record of your PAW
agreement and it should be printed and filed.

CONFEION OF PIB-DUTHT R W41 el At

ssurance Company of Canada,

smber, nama and trsret (IOCAMADIAN IMPERIAL B4 < OF COMMERCER0800

#-aufhovized wibdrawal nformalion fas bean sdded b the folowing plan sndor pay ol dhvsion(s)

Flan #lan rame M svirrusen EAV limit

" Testing Clinit 3 15000

0w banvr watwid your right 1o recene pre notfication of the smount of the PAW and agreed that you da nof require
e 01EE 01 1he AMOUNT o1 e P DETore e Wl drawal i PIOCEsse.

Need assistance?

If you have questions or need assistance, please contact the Sponsor Care Centre at 1-800-387-7262 or e-mail SCC@sunlife.com.
For companies in Quebec, contact the Small Business Centre at 1-855-362-3086 or email SmallBusinessSavings@sunlife.com.

Group Retirement Services are provided by Sun Life Assurance Company of Canada, a member of the Sun Life Financial group of companies.
© Sun Life Assurance Company of Canada, 2019. 03/19-sc-je (PAW_Guide E 0319 je Vi)




