Sign in to the Plan Sponsor Services website

e Sign in to the site at SunLife.ca/sponsor using your access ID and password.

*  Select Group Retirement Services.

e Select Enter member contributions
from the Administration dropdown
menu.
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Step 2

Select contribution set

e  On the Enter member contributions
screen, select Enter a new set of
contributions.

*  Select the payroll division (if applicable)
and choose whether to sort your list of
members by Member Name or Member
Number.

Step 3

Select the set of member
contributions to enter or edit

e Select blank set to create a new
contribution set.

OR

e From the dropdown list, select a recent
contribution remittance that most closely
matches the information in your current
contribution file and edit where needed.

User Guide




Step 4

Enter contribution information

Select your contribution period.

To edit a worksheet, locate the member’s
name by using Previous Page or Next
Page, or by using the Member Index.

View Subtotal provides a summary and
contribution dollars subtotal for review.

You can Add New Member and spousal
information.

Select Save & Exit to save the worksheet
to draft, select Save & Confirm to review
the worksheet summary and submit

the contributions, or select Cancel to exit
without saving.

Step 5

New/edit worksheet summary

Either return to continue to Update
worksheet, Submit the set of
contributions for payment, or Exit the
worksheet to return to the Contributions
Submission main page.
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Step 6

Send a pre-authorized withdrawal

*  Select Submit to send a payment. You
can set up banking information through
the Add/change banking option in the
Administration dropdown menu, if
available for your plan. Otherwise, please
contact us to set up or change your banking
information.

Step 7

Confirm your payment

*  The Confirmation page will confirm that
you have submitted your payment. Please
print a copy of the page for your records.

*  We will process payments submitted before
4 pm ET on the same business day.

*  We will process payments submitted after
4 pm ET on the next business day.

e Contributions submitted before 4 pm ET

will be based on the closing values of that
day.

e Select Exit to return to the Enter member contributions
page.

You're done!

e  Select More information to access
an online user guide that walks you
through the contribution process.

Need assistance?

Please contact Sun Life's Sponsor Care Centre at 1-800-387-7262, any business day from 8:30 am
to 4:30 pm ET, or contact your Sun Life Group Retirement Services representative.



