
STEP 1 - Sign in to the Plan Sponsor Services website 

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

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

STEP 2 - Add or change banking information 

• Existing bank account information is displayed.

• To add a new bank account, change the bank account, or 
update the maximum pre-authorized withdrawal (PAW) limit 
that is associated with a plan, select the link in the Plan 
column.

• The Maximum pre-authorized withdrawal (PAW) limit 
column shows the maximum amount that Sun Life is 
authorized to withdraw in any given payment - if this 
column is blank, it means you have not set a maximum limit 
for the plan.

How to set up pre-authorized withdrawals  
for your 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.



Step 4 - New account authorization

• If a new bank account is being added, you must indicate that 
you have the legal authority to enter into the agreement 
and must agree to the terms and conditions. 

• If the new bank account requires multiple authorized 
signatures, Sun Life cannot accept the information online – 
you must select the link to the paper form, complete, print 
and forward to the address on the form.

STEP 3 - Select from account update options   

• Select the change you want to make under  
Update bank account.



STEP 6 - Review and submit 

• Review and select Submit if all the information is accurate.

• Select Previous to make changes to the information.

STEP 5 - Enter new account information 

• If a new bank account is being added, you must complete 
all information – transit, institution and account numbers, 
as well as payment frequency, maximum PAW limit, and 
accountholder’s name.



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.
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STEP 7 - PAW Confirmation

• The Confirmation page will confirm your changes have 
been submitted. You may wish to print this page for your 
records. 

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.


