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CONTACTS

RECORD KEEPER: 

ALERUS/Formerly ALLIANCE BENEFIT GROUP (ABG)
201 EAST CLARK STREET 
P.O. BOX 1226 
ALBERT LEA, MN  56007 
PHONE: (507) 377-9344  OR  (800) 898-9344 FAX: (507) 377-9103 
WEB SITE: www.abgncs.com 

RECORD KEEPER CONTACTS: 

Lisa Dahl, Account Manager 
Dawn Dahl and Megian Bell 
PHONE: (800) 898-9344 
FAX: (507) 377-9103 
E-MAIL: abgeast@abg-mn.com 

PLAN ADMINISTRATOR: 

VBA BENEFITS CORPORATION 
ATTN: SUZIE ALLEN 
4490 COX ROAD 
GLEN ALLEN, VA 23060 
PHONE: (804) 819-4730 
FAX: (804) 643-5701 
E-MAIL: sallen@vabankers.org 



GENERAL INFORMATION
The VBA Benefits Corporation maintains the Master Defined Contribution Plan for 
eligible members of the Virginia Bankers Association.  Each member bank's assets are 
held in the VBA 401(k) Master Trust allowing for aggregation of transactions of 
participating banks’ retirement plans to provide simplified plan/trust accounting and 
governance.  The aggregation of funds also creates greater economies of scale for access 
to fund share classes not available on a stand-alone basis.  However, each member bank 
is considered a single plan with decisions over benefit and contribution levels residing 
with each individual plan.   

Partners 

The Benefits Corporation has partnered with two independent retirement plan firms to 
perform all of the required plan services to the Master Plan and Master Trust.  The 
following outlines roles and responsibilities for each entity involed in the member 
bank’s 401(k) plan: 

Member Bank:  Acts as plan sponsor and fiduciary  

The VBA Benefits Corporation:  Acts as the trust sponsor and fiduciary.  

Reliance Trust Company:  Reliance Trust serves three roles as plan custodian, 
investment manager and Discretionary Trustee of the plan. Reliance Trust has more 
than 30 years of retirement, financial and trust experience. They are an independent 
advisor which allows them to offer objective consulting and advice since they do not 
offer proprietary mutual funds.  Reliance Trust’s investment management services for 
retirement plans primarily utilize equity and fixed income vehicles, and are available 
through separately managed accounts and pooled funds, including collective 
investment vehicles, unitized accounts and mutual funds. 



Alerus Retirement & Benefits (formerly ABG): Alerus is our plan administrator and 
recordkeeper.  Alerus offers comprehensive and integrated retirement plan 
administration services encompassing all aspects of plan management.   

Services 

With our partners, the VBA provides the following services: 

• 401(k) plan design and consulting.  Banks that participate in the VBA 401(k)
plan can choose among the VBA offerings, which provide maximum flexibility,
from lifestyle-related funds to individually managed portfolios;

• 401(k) plan document compliance.  The VBA provides participating banks with
required plan documents and government filings, including annual 5500s and
summary annual reports;

• Third party plan administration.  The VBA 401(k) plan is administered by 
Alerus;  services include distributions process and 1099s, daily valued 
recordkeeping, quarterly participant statements and management reporting, 
fund performance information, audit assistance, annual compliance testing, 
trust accounting and reconciliation, toll-free number and participant webiste 
capabilities;

• 401(k) plan asset custody.  Reliance Trust provides the custody and
safeguarding of plan assets and trust transaction services;

• Investment consulting.  Reliance Trust is the plan’s investment manager and
their investment consultants are available to discuss investment options with
participants;



• 401(k) participant education.  The VBA Benefits Corporation provides member
banks with continuing participant education, including newsletters, website
financial planning, quarterly webinars and on-site presentations;

• Employer Stock Option.  Member banks can offer bank stock as an investment 
option (with approval); bank serves as fiduciary;

• Annual Stewardship Reporting.  Member banks are provided an annual
document that highlights plan performance and offers a fiduciary compliance
review;

• Fiduciary compliance.  The VBA Benefits Corporation and Reliance Trust, as
investment manager, are the plan fiduciaries for the VBA 401(k) plan and they
limit the amount of fiduciary risk taken by member banks.

VBA BC       RTC Alerus
Professional Investment Management F  
Fiduciary Oversight F F 
Legal Plan Documents X  

X

X

Tax Filings and 5500 Preparation  
Distribution Processing and 1099s     
Annual Compliance Testing  
Plan Servicing by VBA Staff    
Quarterly Participant Statements  X
Quarterly Management Reporting X 
Fund Performance Information X X 

X
X
X

Audit Assistance 
Trust Accounting and Reconciliation 
Daily Valuation with 800# and Internet Access 
Participant Newsletters and Web Site Financial Planning X

Services performed as a plan fiduciary are marked with an "F".  Other services are 
performed as a third party administrator as agent for the Master Plan Sponsor.

X

F

X

X



ENROLLING NEW 
EMPLOYEES 

Overview of the Enrollment Process 
The enrollment process starts when employees become eligible to participate in the Plan.  The 
employee receives Plan information and makes the decision to participate.  Next the employee 
completes the Salary Reduction Election and Investment Selection Form.  By signing the form 
the employee agrees to the terms of the Plan and the form.  Participants should enroll online if 
your plan has that feature activated.  The electronic entry of their form is the same as a signed 
form.   

Eligibility 
The Plan’s eligibility standards are specified in Article II of the Plan Document, Section 5 of the 
adoption agreement and in the Summary Plan Description (SPD) which you should have on file. 
Plan Highlights outline the basic eligibility provisions and features of the Plan.  If the Plan 
Highlights should conflict with the formal Plan Document and Trust, such formal documentation 
shall apply. 

It is important to maintain a complete list of current employees with their birth dates and hire 
dates.  At least one month prior to each entry date for the Plan, identify newly eligible 
employees and provide them with an Enrollment Packet. 

Plan Communication 
You should work with the VBA Benefits Corporation to obtain enrollment materials and schedule 
employee meetings. 

Your Defined Contribution Plan Enrollment Packet consists of: 

 Plan Highlights, outlines the basic Plan provisions
 Lifestyles brochure
 Employee Investment Worksheet
 Salary Reduction Election and Investment Selection Form and a Beneficiary Designation

Form.
 Summary Plan Description
 If your plan offers bank stock as an investment, include a copy of the prospectus



Election to Participate 
The Plan Document states that each eligible employee must designate his decision to 
participate or not to participate in the Plan. 

By recording a zero salary reduction and signing the form, the employee is declaring that he has 
been offered the opportunity to contribute to the Plan and has elected not to contribute at this 
time.  As the Plan Administrator and/or staff you have met the requirements of the Plan if you 
have given him or her sufficient information with which to make this decision.   

For testing and recordkeeping it is very important that you have an election form for every 
eligible employee in your file and on file with the record keeper.  The missing records of non-
participating, eligible employees cause delays in compliance testing, assignment of employer 
contributions and other Plan functions.  These delays can result in penalties from late filings of 
reports and taxes. 

Completion/Validation of the Salary Reduction Election and Investment Selection 
Form: 

a) For a participant already in the Alerus/ABG system: www.abgncs.com > Forms > 
Election Form – prepopulated.  Highlight this form.  At the right, change the drop 
down menu to Select Employee.  Choose the SELECT button. Highlight the 
employee’s SSN.  Choose the SUBMIT button.

b) For a participant who is not in the Alerus/ABG system yet: 
www.abgncs.com > Forms > Election Form – Blank.  Select SUBMIT.

c) For a participant using online enrollment, follow the guide in this section that
follows.

2. Basic Information:  Make sure all items are completed and are correct.

3. Completing the form:
a) The employee should enter his deferral election even if it is zero.  Verify that the

election percent chosen by the participant is valid for your plan.
b) Each participant can elect to invest his contributions utilizing one of the two

investment platforms: Lifestyle Managed Portfolios or Self Directed Mutual
Funds.  If one of the Lifestyle Portfolio options is chosen, only one lifestyle model
is recommended.  Verify that the participant has completed this portion of the
form correctly and that self-directed mutual fund percentages total 100% if that
option is selected.

c) For plans with an employer stock option, there will also be an election to invest in
employer stock.  If participants are not permitted to invest 100 percent of
contributions into employer stock, make sure they have selected one of the
Lifestyle Portfolio Options or self-directed options which, in addition to the stock,
total 100 percent.

d) Review the form for completeness and have any necessary corrections made by
the employee.

e) Make sure the employee has signed and dated the form.

http://www.abgncs.com/
http://www.abgncs.com/


4. A copy of the Salary Reduction Election and Investment Selection Form should be 
forwarded when complete to Alerus/ABG (see Contacts List).  It is important that this 
form be sent to Alerus/ABG at least 5 business days before the first payroll in which the 
employee begins deferring. The original should be kept on file.  If the form is not entered 
within that time frame, the participant’s contributions will be traded into the plan’s default 
fund for that contribution.  The participant may log into the website and place a transfer if 
they would like to move that money.

5. Add the new enrollee to your payroll contribution file and code their deferral election into
your payroll system.  After the participant’s first contribution deduction, make sure to
include their employee deferral and employer contribution (if applicable) on the payroll
file. (See the payroll deduction portion of this manual for more detailed information)

Beneficiary Designation 
The 1984 Retirement Equity Act (REA) requires that special protection be afforded to a 
Participant’s spouse if the Participant dies before retirement.   Each Participant must complete a 
Beneficiary Designation Form describing these REA mandated death benefits within certain 
specific time periods.  Participants may need to be reminded to update their Beneficiary 
Designation.   

1. For married Participants of any age, the entire death benefit is to be paid to the Participant’s
spouse.   A divorce does change the Participant’s status to unmarried and permits the
Participant to name any Beneficiary.  Be sure that the divorce is final or the separation is
legal prior to accepting a change in beneficiary.  A copy of the legal papers will document
the beneficiary election.

2. The participant may waive the spouse as the beneficiary, provided the spouse consents in
writing with notarization or in the presence of the Plan Administrator.  To do this, the
Participant must select Option 3 of the Beneficiary Designation Form.

3. Unmarried Participants may designate any Beneficiary on a Beneficiary Designation Form.
4. If a Participant marries, the participant’s spouse will automatically be the primary beneficiary

superseding all other named beneficiaries.
You must maintain accurate records of the marital status of each Participant to ensure that the 
Beneficiary Designation forms are provided in a timely manner to Alerus/ABG for distribution 
of the Participant’s funds.  Failure to comply can result in possible penalties and legal liabilities 
to the Plan. 

The Beneficiary Designation Form should be kept on-site in the employee’s personnel file.  A 
copy of each Beneficiary Designation Form should be forwarded to Alerus/ABG (see Contacts 
List). 



ALERUS/ABG ONLINE ENROLLMENT 
New Employee Step-by-Step Instructions 

STEP 1: Visit www.abgncs.com, head to the Account Access section, and click on

the “Are you a new user?” link underneath the main login. 

STEP 2: Brand new employee? If you are a brand new employee and would like to

enroll immediately, click on the link, “Brand New Employee? Enroll in Your 
Retirement Plan Today!” 

STEP 3: 
1.

Enter your SSN (no dashes)

2.

Enter your plan-specific password 
provided by your HR contact

4. Click “Continue” | move on to Step 4

3.

Click “Begin”

Please note that you may be asked to enter additional 
criteria upon login according to your plan’s provisions.

http://www.abgncs.com/


STEP 4: Once logged in, you will go through a series of enrollment screens - these steps will 

be specific to your plan.  Below is an example of the steps you may take: 

USERNAME  INFORMATION 
Establish your username and password.

YOUR PERSONAL INFORMATION 
Enter your name, address, date of birth and other personal information. We strongly encourage each 
participant to be as complete as possible when completing this step, including phone number and address.



BENEFICIARIES1

Enter your beneficiary designation.  Please note that if you elect someone other than just your spouse as the 
beneficiary, you MUST complete a written form with spousal consent. This form must be witnessed by a notary or 
plan representative. 

CONTRIBUTIONS2

Enter your deferral elections. If you do not wish to defer at this time, check one of the boxes and leave the dollar 
or percentage at zero (0).  Your plan provisions will be listed on this screen and you would enter either a 
percentage of your pay or dollar amount.  Not all plans have this option available. 

1 
Online beneficiary changes are an optional feature and may not be available for all plans 

2 
Online contribution changes are an optional feature and may not be available for all plans 



INVESTMENT ELECTIONS3

Choose the funds or investment models in which you would like your contributions invested.  Click Review Fund 
Performance and Prospectuses to obtain more information on your fund choices. 

REVIEW & CONFIRM 

Review all information you have entered and click Edit if you would like to make changes to any of the sections. 
Click Finish to complete your enrollment process. 

3 
Online investment election changes are an optional feature and may not be available for all plans. 



ENROLLMENT COMPLETED 

Click Continue to go to the ABG Participant Website.  Here, you will be able to view your account 

balance, transfer your current balance, make new investment elections, update personal and 
beneficiary information, change your password and view fund performance. 

ADDITIONAL SUPPORT 

Questions? If you have questions as you move through these 
enrollment steps online, please contact an Alerus/ABG Call 
Center Representative at (800) 495-4015 or by email at  
haveaquestion@abg-mn.com. 

Our team of experts will be happy to assist you. 

© Alliance Benefit Group North Central States, Inc. | www.abgncs.com 

mailto:haveaquestion@abg-mn.com
http://www.abgncs.com/


ALERUS/ABG ONLINE ENROLLMENT 
Existing Employee Step-by-Step Instructions 

STEP 1: Visit www.abgncs.com, head to the Account Access section, and click on 

the “Are you a new user?” link underneath the main login. 

STEP 2: If you are an existing employee, follow these simple steps:

1. Enter your User ID: Your SSN (no dashes)
2. Enter your Password: Last 4 digits of your SSN
3. Click “Go” | move on to Step 3

STEP 2b: Participating in another Plan at ABG?  Do you currently participate in another benefit 
plan administered by Alerus/ABG? Depending on the benefit you may need to use another site to 
access it. Please ask your HR team for information about those plans. 

http://www.abgncs.com/


STEP 3: Once logged in, you will go through a series of enrollment screens - these steps will 

be specific to your plan.  Below is an example of the steps you may take: 

USERNAME INFORMATION 
Establish your username and password. 

YOUR PERSONAL INFORMATION 
Enter your name, address, date of birth and other personal information. We strongly encourage each 
participant to be as complete as possible when completing this step, including phone number and address.



BENEFICIARIES1

Enter your beneficiary designation.  Please note that if you elect someone other than just your spouse as the 
beneficiary, you MUST complete a written form with spousal consent. This form must be witnessed by a notary or 
plan representative. 

CONTRIBUTIONS2

Enter your deferral elections. If you do not wish to defer at this time, check one of the boxes and leave the dollar 
or percentage at zero (0). Your plan provisions will be listed on this screen and you would enter either a 
percentage of your pay or dollar amount. Not all plans have this option available. 

1 
Online beneficiary changes are an optional feature and may not be available for all plans 

2 
Online contribution changes are an optional feature and may not be available for all plans 



INVESTMENT ELECTIONS3

Choose the funds or investment models in which you would like your contributions invested. Click Review Fund 
Performance and Prospectuses to obtain more information on your fund choices. 

REVIEW & CONFIRM 

Review all information you have entered and click Edit if you would like to make changes to any of the sections. 
Click Finish to complete your enrollment process. 

3 
Online investment election changes are an optional feature and may not be available for all plans. 



ENROLLMENT COMPLETED 

Click Continue to go to the Alerus/ABG Participant Website. Here, you will be able to view your account 
balance, transfer your current balance, make new investment elections, update personal and beneficiary 
information, change your password and view fund performance. 

ADDITIONAL SUPPORT 

Questions? If you have questions as you move through these 
enrollment steps online, please contact an Alerus/ABG Call 
Center Representative at (800) 495-4015 or by email at  
haveaquestion@abg-mn.com. 

Our team of experts will be happy to assist you. 

© Alliance Benefit Group North Central States, Inc. | www.abgncs.com 
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DATA VALIDATION 

CENTER (DVC) 

User’s Guide 
The Data Validation Center (DVC) permits contribution files to be uploaded directly into the 

data base at Alerus/ABG.  This provides a secure, efficient, and accurate method for submitting 

your contributions.   



FORMATTING YOUR INFORMATION 

For the DVC upload 

To upload contribution data, a spreadsheet needs to be created.  Alerus/ABG will give you 

the format your plan will need. 

The most common DVC spreadsheet has 21 columns.  Your spreadsheet may have additional 

columns, for example, if you have other contribution sources in your plan.  To see the exact 

columns and layout for your plan, go to www.abgncs.com > Resources > DER Layout.  Click 

Submit.   

Important Note:  If any of the column information is not applicable to your plan (such as 

Employee #), you will still need a blank column in that place.  Please do not delete any columns 

that are in your set-up, or your information will not upload into the correct fields. 

Below are the specific instructions for setting up your spreadsheet.  Once you review 

these specifics and learn to upload your file, please see the quick reference at the end of 

this section. 

(No column headings, totals, dollar signs, commas, negative numbers, dashes, MM/DD/YYYY) 

1-A   Social Security Number 

 Leading zeros (0) will be added
2-B   Last Name 

 No comma between the last name and suffix, include a blank space ( ).
Incorrect example:  Howell, III.  Correct example:  Howell III. 

3-C  First Name 

4-D Street Address 1    

5-E Street Address 2 

6-F City  

A B C D E F G H I J K L M N O P Q R S T U

SS# Last 

Name

First  

Name

Street 

Address 

1

Street  

Address 

2

City State Zip EE# Div 

Cd

Date 

of 

Birth

Date 

of 

Hire

Status 

Code

Status 

Sub 

Code

Status 

Date

Plan 

Wages

EE 

Conts

ER 

Conts

Loan 

Pmts

Other 

Plan 

Conts

Hrs 

of 

Srv

The address in your file will override the 

address in our system.  Please make sure 

to enter the correct address in your 

payroll system before you run your file.  

Please use No. instead of # sign. 

http://www.abgncs.com/


7-G State 

 Two-letter abbreviation
8-H  Zip 

 No dashes
  

9-I Employee Number (if applicable) 

10-J  Company Location or Division Code (if applicable) 

11-K  Date of Birth 

 Correct format 01/01/2004
 The system will not allow you to import your file without this date.
 Date of Birth in payroll file will NOT overwrite date in our system if different.

12-L  Date of Hire 

 The participant’s original date of hire.
 Correct format 01/01/2004.
 The system will not allow you to import your file without this date.
 Date of Hire in payroll file will NOT overwrite date in our system if different.
 Do not use a Rehire date in this column.

13-M Status Code  

Y = Rehire  
D = Deceased 
P = Disabled 
R = Retirement  
T = Termination  
L = Leave of absence 

14-N Status Sub Codes 

R = Rehire  
N = Normal retirement  
E = Early retirement  
P = Postponed retirement  
A = Approved paid leave of absence 
U = Approved unpaid leave of absence 
F = Family Medical Leave Act 
M = Military leave of absence 

15-O Status Date 

 If a status code is entered, a status date must also be entered.  The system will not allow
you to import your file without this information.

 If status code is “T” then this date would represent the participant’s date of termination.
 correct format 01/01/2004.
 Status Date in payroll file will NOT overwrite date in our system
 Once you’ve uploaded a status date, you may remove that information on your next

upload.

Hire Date 

Status 

Code 

Status 

Sub Code 

Status 

Date 

1/1/2010 Y R 9/1/2014 

Rehire dates need to be entered 

under status code as a Y and status 

sub code R along with the status 

date.   

Example Rehire 



16-P  Plan wages for current period. 

 If a terminated participant does not have wages to report, the termination date will not
transfer in through the upload.  Please email this date to your administration team to
enter in this case.

 Please delete the entire row of anyone with a status code and status date but no
compensation.

17-Q  Employee Pre-Tax Contributions for current period including Catch-Up Contributions 

 No negative contributions.  Contact ABG if an adjustment needs to be made.

18-R  Employer Matching Contributions for current period. 

19-S  Loan payments for current period. 

20-T  Other plan contributions made on an ongoing basis for the current period. 

 Example would be Employer Base contributions in addition to Matching Contributions
or any after-tax contributions including Roth 401(k) contributions.

21-U  Hours of service for the current period. 

 Only salaried employees should have an estimate of hours worked.
 This column must be populated for file to import.



Data Submission 
Payroll files will be submitted to Alerus/ABG through the Plan Sponsor 
website at www.abgncs.com  
Below are step-by-step procedures to assist you with your payroll submission. 

1. Enter the User ID and Password provided by ABG and click “Sponsor”.  If you
do not have access codes, please contact your Alliance Benefit Group Account 
Manager.   

2. Pick your plan’s 401(k) name if your plan has multiple plans with Alerus/ABG. 

http://www.abgncs.com


3. Along the right side of your screen you will see several links.
Click on “Data Validation Center”. 

4. If you reach a page with a blank screen, you will need to click on  “download the
latest Java Plug-In” at the bottom of the screen.   
The Java Plug-In download procedure is a one-time free process and will not need to 
be done with each log-in if you use the same computer. When the download is 
complete, log out of the plan and close Internet connection.   
Log back onto the Plan Sponsor Website and select Data Validation.  Select “Grant 
Always” on the Java Plug-In Security Warning Box. 

5. You will see the Java logo while the system loads the Data Validation Center.



6. Make sure “Payroll” is selected under “Select Process”

7. Select the payroll period that you are processing by highlighting the pay period
and click “Next Step” at the top.   
If the pay period you are submitting is not listed, please contact our Processing 
department at 800-898-9344.   

The Delete File button at the bottom of the screen can be used should a mistake be 
made when uploading a file (i.e. wrong pay period or incorrect spreadsheet 
information).    

When and if this occurs, after selecting the Delete File option, choose the file name, 
manual records and all records for the payroll period.  Click continue.  This may take a 
few minutes to run.   
Once completed you will see the payroll period will now say “Not started” instead of 
“In progress” indicating that you may then start your process over again.    

The View Totals button at the bottom of the screen can be used to view totals of a 
selected completed payroll period if needed.    



8. The Entry routine name has been assigned by Alliance Benefit Group to match
your file format. 

9. Click “Browse” to select a file to upload.  This would be the location of where
you saved your payroll file in one of the accepted formats. 

You can click “Preview File” to double check the information.  You will see just the 
first three rows of your file.  If the information is okay, click “Next Step” to continue.  If 
changes need to be made to the file click previous step; make those changes to your 
file, highlight the payroll period (not started), click next step and then click “Browse” 
again to select a file to upload and “Preview File” to make sure files looks okay before 
clicking “Next Step”.   

If you do not have the 21 fields we have requested, you will not be able to 
complete the upload and receive a message similar to this:   

Please use this box to alert us of any 
special instructions for this payroll. 

Remove 
Embedded: 
DVC can 
now remove 
the header 
record and/or 
the trailer 
record by 
checking 
these boxes. 



10. “Step 3: Uploading File” will list any invalid field count errors found when
importing the data.  The screen print below shows an example of a couple error messages.   
Most errors will not result in an upload error and you can click on “next step”. 

11. If you receive an error field message and you are not able to click “Next Step”
you will have to click the “Start Over” button, correct the payroll file and repeat steps 
starting with Step 7 of this manual.    

If there are no incorrect field counts the screen below will show. 



12. This step will only display when there are data errors during file upload or during
manual entry of data. 

Errors are reported on the bottom of this page. They will include incorrect social 
security numbers, incorrect or missing dates of birth or dates of hire, etc.  Highlight 
each individual row to show the warning or critical error for that individual participant 
below.   
*Note: The error box can be expanded for better viewing of the errors and can be
sorted for your convenience. 

If the error shown is a warning you can click “Next Step”; the information in the 
payroll file will overwrite the information in our system.   
If the error shown is critical you will need to click “Start Over” and correct the 
payroll file.  You will than need to click on the payroll period with the “In Progress” 
status, click delete file (see below) and continue with steps starting at step 7 of the 
manual.  



13. The screen below allows you to verify payroll totals for each source.  You can
select “Print” to have a record of the payroll period totals for your files.  If the totals 
are correct click “Complete Payroll”. The file is not submitted until this step is 
completed.

If the totals do not match, you will need to click the “Start Over” button which will 
take you back to the select payroll period screen.  Highlight the payroll period that is in 
progress and click delete file. Than make the corrections on the payroll file and start 
again at Step 7 of the manual.  

If you do have another payroll to process for your plan, select “Upload another file” and 
then click “Upload File” at the top.      

Whe n you re ce ive this 
pop- up box- de le te all 
file s and the n you can 
start over. 



14. Please make sure that you click “Exit Validation Center” after completion.

15. Then please Log out of the Plan Sponsor Website.

If you have any adjustments to the payroll amounts once you have submitted 
your file through the Data Validation Center, please send an  
e- mail to contributions@abg-mn.com.   
The amounts that are submitted, plus or minus any adjustments stated in the 
email, need to match the amount of the check, wire, or ACH that is sent to the 
investment company.   

If you have any questions regarding this information or if we can be of 
furtherassistance, please contact our Processing department  
at 1-800-898-9344.      



[UPLOADING CONTRIBUTION DATA] QUICK STEPS 

Updated Aug, 2014 Page 1 of 1 

Quick Reference Steps 
For uploading your contribution data 

Please see the “DVC – full manual” in your sponsor packet for more complete details and 
screenshots on formatting your payroll file and navigating through the Date Validation Center. 

1. Step 1: Log on to the sponsor web site www.abgncs.com.  (Tip: If you have a 401k
plan PLUS a NQ plan, make SURE you are logged into the correct plan that you are
uploading data for.  If you do not, your upload will create all new employees in the
wrong plan.)

2. Step 2: Along the right side of your screen you will see several links. Click on
“Data Validation Center”. You will see the Java logo while the system loads the
DVC. Click “run” when you see this option.  (Note – the Java step will soon be
eliminated.)

3. Step 3: Highlight the correct pay period and click “next Step”
4. Step 4: Click “Browse” to select a file to upload.  You can also manually

enter/edit employee information here or copy the information from the previous
payroll if nothing has changed, however a file upload is the preferred method.
Tip: Include all current employees in your upload file with salary/hours, even through
they are not eligible yet.  If you enter a termination date for a participant with no
compensation information, it will not come into our system.  Instead, email
abgeast@abg-mn.com with the termination date.)

5. Step 5: “Uploading File” will list any invalid field count errors when importing
data. Most errors will not result in an upload error and you can click on “Next
Step”

6. Step 6: Verify payroll totals > select “Print” > click “Complete Payroll”. The file is
not submitted until this step is completed. IMPORTANT! If the totals do not
match, click the “Start Over” button. To clear out the data, highlight the correct
pay period, select DELETE FILE.  Place a checkmark in ALL boxes, and
continue.  Now you may proceed with step 3 above.

7. Step 7: If you have another payroll to process for your plan, select “upload
another file” and click “Upload File” at the top.

8. Step 8: Once submitted, click “Exit Validation Center”.

If you have any adjustments to the payroll amounts once you have submitted a file 
through the Data Validation Center, please send an e-mail to abgeast@abg-mn.com. 

If Alliance Benefit Group places an ACH request, nothing further is required.  If you wire 
or mail in a check for the contributions, complete a DEPOSIT NOTIFICATION FORM to 
Reliance Trust.  (See form on next page.) 

http://www.abgncs.com/
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DISTRIBUTIONS 
Your plan may allow for Hardship distributions, Loans, and/or In-service Distributions.  Your plan 

will also provide for distributions upon death, disability, or termination. 

Processing time for distribution requests, once all information is in good order:  

Processed within 5 business days, mailed within 7 business days.  Please complete all 

information on forms so that your request is not delayed. 

In this section: 

 SUMMARY OF DISTRIBUTIONS OPTIONS

 ONLINE DISTRIBUTIONS PROCEDURES

 2-PAGE PARTICIPANT GUIDE FOR ONLINE

DISTRIBUTIONS



SUMMARY OF 

DISTRIBUTIONS OPTIONS 

LOANS   If your plan allows for loans, your Loan Policy explains the rules for participant loans 

under your plan.  In addition, the loan application form describes the loan provisions and loan 

fees.  Access the loan form here:  www.abgncs.com > Forms > Loan Application. Highlight the 

form name. At the right of this screen, change the drop down menu item to “Select Employee.”  

Choose the SELECT button.  Click on the SSN of the participant who needs the loan form.  

Select the SUBMIT button.  Once the form is completed, submit the form to abgeast@abg-

mn.com. 

LOAN PAY OFF notes:  If a participant would like to pay off their loan in full, confirm the 

pay off amount with abgEast@abg-mn.com.  (Or the participant may contact the call center at 1-

800-495-4015.)  The check should be written to: VBA DC Plan for (your plan name).  Complete 

a Deposit Notification Form (may be found in the VIEW FORMS section of the website.)  Mail 

the check and deposit notification form to: 

Reliance Trust Company 

Attn: Fiduciary Services 

P.O. Box 28165 

Atlanta, GA 30358 

Be sure to email abgEast@abg-mn.com that you have mailed in the check, along with the 

participant’s name. 

HARDSHIPS If your plan allows for hardship distributions, it is your responsibility to make a 

determination whether the participant’s hardship need may be relieved through other resources 

reasonably available to the participant.  A hardship distribution should be viewed as the last 

resort for financial assistance.  If your plan offers loans or in-service distributions, then those 

options should be exhausted first.  Note:  There would be an exception to this rule in that if 

taking a loan exacerbates the financial need of the participant, then the loan option would not 

need to be considered.  Another exception is if the hardship is to purchase a principal residence 

and if taking a loan for a down-payment would disqualify the participant from obtaining other 

financing needed to acquire the principal residence. 

A hardship distribution may only be requested for the amount of the participant’s need.  This 

amount may be grossed up for taxes, if there is enough available to cover taxes.  The rules 

about the hardship may be found right on the hardship request form:  www.abgncs.com > forms 

> Hardship Distribution Form.  Highlight the form name. At the right of this screen, change the 

http://www.abgncs.com/
mailto:abgeast@abg-mn.com
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mailto:abgEast@abg-mn.com
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drop down menu item to “Select Employee.”  Choose the SELECT button.  Click on the SSN of 

the participant who needs the loan form.  Select the SUBMIT button.  Once the form is 

completed, submit the form to abgeast@abg-mn.com.  The documentation to prove the 

participant’s need does not need to be turned in with the distribution form.  That information 

should be kept on file in your records. 

IN-SERVICE If your plan allows for in-service distributions (normally for those still employed, 

age 59 ½ and older), you will complete a paper distribution form and select this choice right on 

that paperwork.  Log into www.abgncs.com.  Forms > New Distribution Form. Highlight the form 

name. At the right of this screen, change the drop down menu item to “Select Employee.”  

Choose the SELECT button.  Click on the SSN of the participant who needs the loan form.  

Select the SUBMIT button.  Once the form is completed, submit the form to abgeast@abg-

mn.com. 

TERMINATION  The preferred method for processing a distribution due to an employee ending 

their employment is through an online distribution request.  This is the fastest and most accurate 

method of processing.  PLEASE SEE THE ONLINE DISTRIBUTIONS section of this guide.  If a 

participant does not have access to completing the request online, they may complete a paper 

distribution form.  Once you have this paper form, you may submit the online request, using the 

guide. 

DEATH / DISABILITY  Because documentation is required along with a death or disability 

distribution request, this must be turned in using a paper form.  Log into www.abgncs.com.  

Forms > New Distribution Form. Highlight the form name. At the right of this screen, change the 

drop down menu item to “Select Employee.”  Choose the SELECT button.  Click on the SSN of 

the participant who needs the loan form.  Select the SUBMIT button.  Once the form is 

completed, submit the form to abgeast@abg-mn.com. 

mailto:abgeast@abg-mn.com
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Get Started 
LOGGING IN 

To access your benefit 

account(s), visit us at  

www.abgncs.com and 

log in under Account 

Access directly from the 

home page. 

Remember to define your 

login by indicating your 

role as Sponsor before 

clicking GO. 

1 Logging In | ABG NCS 

IMPORTANT! 
The participant must have a 

termination date in our system 
before an online distribution 

can be entered. 

http://www.abgncs.com/


Get Started 
BENEFITS 
SUMMARY 

Once logged in, your first 

stop will be the Plan 

Selection page. If you 

have more than one 

plan with Alerus/ABG, 

you can access each of 

your benefits here. 

Simply click on the 

retirement plan from 

which you wish to enter a 

participant’s distribution 

request. 

2 Benefits Summary | ABG NCS



Your Account 
ACCOUNT INFO 

Account Info is the 

landing page for your 

retirement plan and 

provides you a snapshot 

of your plan. 

If you are entering a 

distribution on a 

participant’s behalf, 

proceed with the steps in 

this section. If the 

participant has already 

entered the request, go 

to page 11, “Approving a 

Pending Distribution” 

To enter a distribution, 

select Termination under 

the Links section. 

3 Account Info | ABG NCS



Your Transactions 
SELECT YOUR 
PARTICIPANT 

Select the *terminated 

participant for whom you 

would like to process a 

distribution. 

*The participant must

have a termination date 

and an inactive status 

before proceeding with 

the distribution.  Please 

contact Team East if the 

status is still showing 

active. ABGEast@abg-

mn.com 

4 Transactions | ABG NCS



Your Transactions 
ENTERING A 
DISTRIBUTION 

This screen will appear 

with information about 

the participant’s account. 

NOTE: If a distribution has 

been started and is pending, 

it will alert you on this page.1 

Click “Continue” to begin 

your request. 

1Refer to page 11 of this guide to review instructions for approving pending distribution requests 

5 Transactions | ABG NCS



Your Transactions 
ENTERING A 
DISTRIBUTION 

Your first step will be to 

review the General 

Information about the 

participant’s account. 

Here, you will see the 

breakdown of their 

account by source and 

vesting. 

Click “Next” to start the 

wizard. 

6 Transactions | ABG NCS



Your Transactions 
ENTERING A 
DISTRIBUTION 

Next, you will review the 

participant’s personal 

information to ensure 

accuracy of data and 

make any necessary 

corrections to update our 

system. 

This data will be used to 

create the check and/or 

1099-R information. 

Click “Next.” 

7 Transactions | ABG NCS



Your Transactions 
ENTERING A 
DISTRIBUTION 

Here, you will choose how 

the participant would like 

to receive the funds. 

There are options to select 

both Traditional and Roth 

distribution methods. You 

can choose multiple ways 

to fund the money. 

Indicate your selection(s) 

and click “Next.” 

8 Transactions | ABG NCS



Your Transaction 
ENTERING A 
DISTRIBUTION 

Next is Payment 

Information. 

You will choose if it will be 

a Qualified Plan, IRA or 

Roth IRA. Payment 

methods can be done 

via check or ACH.  

This is all broken down by 

Traditional and Roth 

sources. 

Click “Next.” 

OPTIONAL INFO: As Plan 

Sponsor, you are given options 

to enter IRS Distribution Codes 

and additional fee information, 

but this is not required. 

9 Transactions | ABG NCS



Your Transaction 
ENTERING A 
DISTRIBUTION 

The last screen is a 

summary of the request 

you entered. Please 

review the confirmation 

screen to verify the 

entered information. 

If all is correct, click 

“Submit.” 

After submitting your 

request, a confirmation 

number will appear at the 

top of this same screen. 

Please provide the 

participant this number for 

their records. 

10 Transactions | ABG NCS



Your Transaction 
APPROVING A 
PENDING 
DISTRIBUTION 

Once a distribution has 

been submitted (whether 

by the participant or you 

on their behalf), you must 

approve the request so 

that ABG knows to 

process the distribution. 

To approve a pending 

distribution, select 

Termination Approval 

under the Links section. 

You can also click the 

Transactions tab at the 

top and then select 

Termination Approval on 

the menu to arrive on 

the same screen. 

11 Contact | ABG NCS



Your Transaction 
APPROVING A 
PENDING 
DISTRIBUTION 

Scroll down to view the 

pending requests. 

Locate the participant 

and change the request 

status from “Pending 

Request” to “Approved 

Request.” 

You can also terminate 

the transaction by 

changing the status to 

“Cancelled Request. “1 

Click “Save Changes.” 

1If you are denying the request and choose “Cancel,” please also email notification of 

this cancellation to ABGEast@abg-mn.com. 

Once you click “Save 

Changes,” a dialog box will 

pop up indicating that the 

request was saved. Click “OK.” 

12 Contact | ABG NCS
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Your Transaction 
THE DETAILS 

So you understand the 

timing of distributions, 

please review this 

important download 

information and 

communicate it with your 

participants. 

If you have questions 

regarding these details, 

reach out to our team 

directly: ABGEast@abg- 

mn.com. 

DOWNLOAD INFORMATION 

Distributions are downloaded into Alliance Benefit Group’s system through our 

web reports daily at 6:00 AM, 9:15 AM, 12:00 PM and 3:00 PM Central Time. 

Request which are submitted in good order are processed within 5 business days 

from the download. 

Note: If there are to be pending trades coming in, please notify our team to avoid 

an extra distribution charge. No paperwork is required for this! 

13 Contact | ABG NCS
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Contact Us 
HAVE QUESTIONS? 

We’re here to help. If you 

run into questions as you 

enter a distribution online 

or approve pending 

distributions, feel free to 

ask. 

Reach our team directly 

at ABGEast@abg-  

mn.com. 

WHO TO CONTACT 

To obtain more information surrounding the Alerus/ABG North Central 

States, Inc. Plan Sponsor Website or your transaction, contact us today. 

phone (800) 495-4015 

email ABGEast@abg-mn.com 

Thank you for choosing Alerus/ABG. 

www.abgncs.com 

14 Contact | ABG NCS
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ONLINE DISTRIBUTIONS 
A participant’s guide to requesting a distribution online 

Alerus/ ABG North Central States, Inc. makes it easy for participants to submit distribution requests 

online. Follow the steps below to complete your request. 

distribution reques t  
www.abgncs.com 

Once you’ve logged into your retirement account at www.abgncs.com, follow these simple steps: 

1. Click the My Requests/Reports tab.

2. Select Distributions from the left-side menu.

3. Follow the prompts to review  and complete

information, clicking Continue or Next to move

forward. Be sure to make any necessary

updates along the way.

4. From the available distribution options, select

the  Type  of  Distribution  you  would  like  to

receive.   If you have money in the Roth Source, you will need to make an election for your Roth

portion, as well.

www.abgncs.com Alliance Benefit Group North Central States, Inc. © 2013.  All Rights Reserved. 

http://www.abgncs.com/
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5. Under Payment Information, you can indicate if you would like additional taxes withheld from a lump

sum cash distribution. If you’ve selected the rollover option, you will be asked to complete the rollover

information.  It is not necessary to include any distribution tax codes or any additional fees.  Please

ignore that section.

6. You must read a statement and provide authorization that you have read and agree with the

statement.

7. Review the confirmation screen to verify information and then click Submit. After submitting your

request, a confirmation number will appear at the top of the same screen. Please retain this number

for your records.

have questions? 

We’re here to help. Reach our Call Center Representatives at 

(800) 495-4015 weekdays from 7AM to 6PM CT or by email at  

haveaquestion@abg-mn.com. 

www.abgncs.com Alliance Benefit Group North Central States, Inc. © 2014.  All Rights Reserved. 
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COMPLIANCE 
Most plans have a calendar plan year (Jan 1 – Dec 31).  There are notice requirements, annual 

compliance testing requirements, and Form 5500 reporting.  The information in this section 

describes information as it relates to a calendar plan year.  If you have an off-calendar plan 

year, your dates may be different. 

In this section: 

 NOTICES

 ANNUAL COMPLIANCE TESTING

 FORM 5500

 SPONSOR CALENDAR



NOTICES 
PARTICIPANT FEE DISCLOSURE NOTICE  

     The Participant Fee Disclosure Notice became a requirement beginning in 2012.  The notice serves to 

provide an explanation of fees and expenses within the plan. 

     This notice is required to be given to participants at least once during a 12 month period, and also to newly 

eligible participants.  Many plans combine this notice with the Summary Annual Report (below).  If there is a 

plan-level fund change, that will trigger the need to distribute the fee disclosure notice.   

Q&A: 

1. WHERE MAY I LOCATE MY PLAN’S FEE DISCLOSURE NOTICE: www.abgncs.com > Account Info

tab > Fee Disclosure Resources > Employee Notice.  If there is a revision to the notice, Alliance Benefit

Group will email the information.

2. WHO MUST RECEIVE THIS NOTICE?

a. All eligible participants, whether or not they actually become enrolled or participate in the plan.
b. Beneficiaries of deceased participants who have a balance in the plan.
c. Terminated participants who have a balance in the plan.
d. Alternate payees under a QDRO who have a right to direct the investment of accounts.

3. TOOL FOR GENERATING YOUR MAILING LIST:  www.abgncs.com > REPORTS > CENSUS

NOTICE REPORT.  Enter the current day in both the FROM and TO fields.  Change to an Excel format,

then SUBMIT.

4. IS THERE A MAILING SERVICE TO ASSIST ME IN DISTRIBUTING THIS NOTICE?  Alliance Benefit

Group may offer a mailing service to assist in mailing out these notices.  Please email abgEast@abg-

mn.com if you are interested in this service.

5. CAN THIS NOTICE BE DISTRIBUTED ELECTRONICALLY?  Yes, if you follow these guidelines:

Step ONE:  Determine who can receive electronic notices.  In order to determine whether electronic 

disclosure is permitted, the plan sponsors must first determine which individuals are eligible to receive 

electronic notices.  These are two groups of eligible recipients: 

1. Job duties must include use of electronic system.  A participant who has the ability to access

electronic documents at any of his/her expected work locations AND whose job duties require the use 

of the electronic information system as an integral part of his/her job duties.  This group can only 

include active employees of the plan sponsor. 

2. Affirmative consent to receive electronic notifications.  Any other individual who does not meet the

requirements above may receive electronic notification if the individual affirmatively consents to receive 

it  in electronic format.  However, there are a number of additional requirements for this group which 

may make it difficult to satisfy the rules for this initial distribution of the participant fee disclosure 

statements.  Specifically: 

a. The consent must be given in a manner that reasonably demonstrates that the individual will

actually be able to access the information that is transmitted electronically.  (For example, this may 

include a return email giving consent or clicking a consent command on an interactive website.) 

http://www.abgncs.com/
http://www.abgncs.com/
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b. Prior to obtaining consent, the individual must be informed of (i) the types of documents that will be

provided electronically, (ii) his/her right to withdraw consent, (iii) the procedure to withdraw consent

and/or update his/her electronic address, (iv) the right to obtain a paper copy free upon request,

and (v) the hardware and software requirements to access and retain the electronic notice.  (If

these hardware or software requirements change after consent is given, additional rules apply.)

Step TWO:  Make sure that the distribution meets the technical requirements.  Once you have identified 

the individuals who can receive notices electronically: 

1. You should be reasonably certain that the notification system will result in actual distribution (for

example, the use of return-receipt or notice of delivery failure for email) and that it has adequate 

protections to protect the confidentiality of the information. 

2. When you deliver the notices, you must inform the recipients of the nature of the notice and why it is

important.  You must also inform recipients that they have the right to receive a free paper copy upon 

request. 

SUMMARY ANNUAL REPORT 

     The Summary Annual Report is often abbreviated SAR.  This report is a summary of the Form 5500 

financial information for each plan year.  Once your plan’s Form 5500 has been completed, you must distribute 

the SAR report within 9 months following the end of the plan year to participants.  For a calendar plan year, it is 

due by September 30.  If your plan filed an extension for the Form 5500 (due to an audit, for example) then the 

SAR must be passed out within 11 ½ months after the close of the plan year. 

1. WHO MUST RECEIVE THIS NOTICE?  Anyone participating in the plan.  The difference between the

recipients of this notice and those of the Participant Fee Disclosure Notice is that the SAR does not need to be 

distributed to eligible employees who choose not to participate in the plan. 

2. WHERE MAY I LOCATE MY PLAN’S SAR: The person signing the Form 5500 has instructions to

download this form when they are logged into www.abgncs.com for the signing.  If you are not the signer, 

simply email TeamEast for a copy of your plan’s SAR. 

OTHER PLAN NOTICES 

     30 days before each new plan year, you may have other plan notice requirements.  This includes a Safe 

Harbor notice and/or Auto Enrollment Notices.   

http://www.abgncs.com/


ANNUAL COMPLIANCE TESTING 
     At the end of each plan year, compliance testing is conducted on your plan.  There are two items required 

before testing may be completed: 

1. Approve Census Information

2. Complete Data Request Questionnaire

APPROVE CENSUS INFORMATION: 

After your last contribution of the plan year has traded, Alerus/ABG will email instructions on how to locate 

your plan’s census report.  This report will include information for each employee:  Date of Hire, Status, Date 

of Termination, Compensation, Contributions in each source, etc. 

It is important to confirm and/or correct the information prior to testing so that the testing results are accurate. 

Inaccurate information could lead to unnecessary corrective distributions for HCEs, for example. 

INSTRUCTIONS: 

1. Review participant’s term dates.  Are any missing a date?

2. Were any termed employees rehired?

3. The Plan Status Code shows A for Active, X for terminated, and I for Ineligible.  Are these coded correctly?  If

your plan excludes hourly or seasonal workers, for example, they may be coded as Active if it is unknown that

they are hourly or seasonal.

4. YTD Hours – Make sure the hours are correct.  This can affect vesting.  Are any active employees with zero

hours?  Should those people have termination dates?

5. YTD Compensation.  Various definitions of compensation are used in various ways in the plan.  The Census

report will list all compensation that is reported on a per-payroll basis through the DVC uploads.

a. ADP/ACP testing compensation – This is the compensation reported in box 1 of Form W-2 plus section

401(k) and section 125 deferrals.  Some plans may define compensation further to exclude overtime,

bonuses, commissions, and other specific types of compensation.  In addition, there is an option to exclude

compensation for periods before an employee is eligible to or actually participates in the plan.  The census

compensation totals may need to be adjusted by excluding these amounts from the report.

b. Gross compensation – This is the amount as reported on box 5 of Form W-2 plus deferrals under section 125

plans.  This compensation is used to complete the Annual Additions (415) testing.  If Gross Compensation is

different from ADP/ACP testing compensation, please complete a column on the census report with this

information.

6. Employee contributions – Make sure these totals are correct for each participant.  Is anyone over the annual

maximum allowed?  (Pre-tax plus Roth)  For example, in 2014 the limit is $17,500 unless age 50 and above, then

it is $23,000.

7. Match / Employer contributions – Make sure these totals are correct for each participant.  Did anyone receive

more than the maximum match formula allowed by the company?  (For example, if you have a match formula of

100% of the first 3% contributed and 50% of the next 2% contributed, no participant should receive a greater

than 4% match for the year.)  Did anyone receive match on compensation greater than the annual limit allowed

by the IRS?  (For example, in 2014 match cannot be given on compensation greater than $260,000.)



If you see any census report information that needs changing, highlight that cell in YELLOW and type in your 

changes.  That allows Alliance Benefit Group to quickly see the changed information.   

Example: 

COMPLETE DATA REQUEST QUESTIONNAIRE: 
     The Data Request assists in providing information that will be needed to prepare your Form 5500 and 

complete the plan’s testing.  Be sure to complete all of the questions. 

IMPORTANT INFORMATION: 

1. What is the definition of an officer?

Whether someone is or is not an officer is not determined solely by title.   A person’s status as 

an officer is a facts and circumstances determination, taking into account such indicators as the source

of the employee’s authority, the term for which the employee is elected or appointed, and the nature

and extent of the employee’s duties.

Treasury Regulations indicate that an officer is someone who is an administrative executive in 

regular and continued service with the employer, and not someone who is employed for a special and

single transaction.

 If someone has a nominal title of an officer but very little authority (such as many bank officers), 

that person is not an officer for top-heavy determination purposes.

Similarly, someone with no title who fulfills the role of an administrative executive would be an 

officer for top-heavy purposes.

2. Form 5500 signers:  Bette Albert will sign as Plan ADMINISTRATOR.  Determine who from the

company will sign as EMPLOYER.  (See section regarding Form 5500 for more information.)

3. The compensation used to determine an HCE is GROSS COMPENSATION in the prior plan year.  This

is compensation as reported on box 5 of Form W-2 plus deferrals under section 125 plans.  It is the

total of all compensation received during the plan year including regular and overtime pay, bonuses,

commissions, and the total cost of fringe benefits (i.e. car allowances, universal life insurance over

$50,000, club memberships, etc.)

4. The definition of Key Employee compensation is GROSS COMPENSATION in the currently tested plan

year.  (Where the HCE compensation definition looks at the prior plan year.)



FORM 5500 
     Each year, the plan must file an annual financial report, called the Form 5500.  The 

preparation of the report is completed by Alerus/ABG.  All of the year end testing must be 

completed prior to completing this report.  In addition, if your plan is audited, the draft 

financials from the audit is required in order to prepare the Form 5500. 

     The IRS requires an electronic signature on this return.  Your plan may also have a filing 

requirement of the Form 8955-SSA if there is any information each year to report.  The Form 

8955-SSA reports information to the Social Security Administration (SSA) on participants who 

have separated from service and have a deferred vested benefit and/or participants who were 

previously reported to the SSA, but no longer have a vested benefit in the plan. Alliance Benefit 

Group is set up so that your electronic signature for the Form 5500 also serves as the signature 

for the Form 8955-SSA. 

FIRST – Determine the plan’s signers.  Bette Albert with the VBA will sign as the Plan 

Administrator.  A representative from the company will sign as Employer.  The person who is 

the signer must obtain signer credentials from the IRS.  Once a person has credentials from the 

IRS, they may be used for any plan that they are assigned as signer. 

NEXT – Alerus/ABG will email the signer once the form is ready for an electronic signature.  

The email will include instructions on how to sign.  The signer needs to know their 

www.abgncs.com log in, as well as their signer credentials.  The signer credentials includes 

a user ID that begins with a capital “A.”  The pin is a 4-digit number.   

DUE DATES – The form needs to be signed AND filed 7 months following the end of the plan 

year.  If an extension is filed, it must be filed 9 ½ months following the end of the plan year.  

Failure to file within these due dates can result in DOL Late filing penalties up to $1100/day. 

Attached is a very helpful resource for questions regarding electronic signing of the Form 5500. 

http://www.abgncs.com/


Frequently Asked Questions on 
EFAST2 Credentials  
U.S. Department of Labor  
Employee Benefits Security Administration  
December 2010 

Q1. Who needs to register to use EFAST2?  

 Anyone wishing to complete the Form 5500 or Form 5500-SF and/or the schedules by using
IFILE must register for author credentials.  Check the “Filing Author” and/or “Schedule
Author” user type(s) when registering.

 All plan sponsors, plan administrators, individuals signing for DFEs, and plan service providers
which have written authorization to file on behalf of the plan administrator under the EFAST2
e-signature option must register for credentials to sign filings.  Check the “Filing Signer” user
type when registering.  If an individual is signing a filing as the plan sponsor is the plan
administrator, that individual only needs to register once.

 Anyone wishing to transmit completed filings through third party software may need to register
for credentials and check the “Transmitter” user type.  Check with your third party software
provider to determine if this is necessary.

Enrolled actuaries and accountants do not need to register as a Filing Signer to manually sign Schedule 
SB, Schedule MB or an accountant’s opinion and audit report filed with a Form 5500 or Form 5500-SF.   
Registration as a Filing Signer is required for individuals who will be electronically signing filings 
submitted to EFAST2.  Upon registering, you will be issued the following credentials: 

 User ID (used to identify you)
 PIN (used as your electronic signature)
 Password (allows you access to authorized EFAST2 Web site applications such as IFILE)

Although you provide employment information when registering, the credentials are personal and are 
not linked to a company or plan.   

Access to the part of the EFAST2 Web site that provides basic public disclosure and reference 
information does not require registration. 

Q2.  How do I register for EFAST2 credentials? 

Registration is performed on the EFAST2 Web site (http://www.efast.dol.gov) by clicking "Register" on 
the Welcome screen.  You can get your EFAST2 credentials by completing five easy steps.  The whole 
process should take just a few minutes.   

1. Read and accept the privacy statement. On the next screen, provide contact information
(name, address, phone, company name, etc.) and select one or more of the four user types.
For example, someone preparing, signing, and submitting a filing through IFILE will choose
“Filing Author” and “Filing Signer”.



2. Select one of the two challenge (or security) questions and provide an answer. The challenge
question and answer is used in case you forget your password. After verifying that the
information you entered is correct, you will see the Registration Confirmation screen telling
you that completion of your registration will be pending until you receive your Credentials
Notification email with further instructions. EFAST2 generates and sends the Credentials
Notification email within five minutes.

3. Once you receive the Credentials Notification email, click on the link in the email that will
take you to a secure EFAST2 Web site, which will display your registration information,
UserID, and PIN, and ask you for the answer to your challenge (or security) question.

4. You will be asked to accept the PIN Agreement, which describes the security of your PIN
and what to do if your PIN is lost or stolen. You will also be asked to accept the Signature
Agreement if you will be signing the Form 5500 or Form 5500-SF.

5. You will be prompted to create a password. The password must be a combination of letters,
numbers, and special characters, and must be re-set after 90 days.

Once you have your UserID, PIN, and password, your EFAST2 registration is complete.  

Q3. How long does it take to receive my Credentials Notification e-mail? 

Within five minutes of submission and acceptance of the registration form, EFAST2 should generate 
the credentials. Once the credentials are generated, EFAST2 sends a notification to the email address 
provided during registration. In this e-mail notification, you will find a link to a secure Web site as well 
as instructions on how to retrieve and activate the credentials. 

Q4.  I did not receive my registration e-mail.  What should I do? 

If you did not receive the Credentials Notification email in your inbox within about five minutes, it 
may have been blocked as “spam” or “junk mail.”  Check your “spam” or “junk” email folders to see if 
you have received the email.  

Some e-mail providers require that you add an email address to your address book before you can 
receive any email from that address. To ensure that our messages can be delivered to your inbox, enter 
into your address book both our originating email address, efast2@efastsys.dol.gov and our “reply to” e-
mail address, efast2@efast.dol.gov. 

If you checked your “spam” or “junk” e-mail folders and the email has not been received, you can 
complete the final registration steps using "Forgot User ID" on the Login page.  After clicking “Forgot 
User ID,” enter the email address that you entered during registration.  If you have not completed the 
registration process, you will see an option to “Complete Registration” on the screen. Follow the 
instructions on the remaining screens to complete your registration. 

Q5.  My account has been locked.  What should I do? 

To reset your locked password, from the EFAST2 Web site (http://www.efast.dol.gov) click “Login” 
on the Welcome screen, then click "Forgot Password."  You will be prompted to enter either your User 
ID or your email address.  Once you enter either your User ID or email address, you will then be 
prompted to answer your challenge question.   



Please be aware that the answer to the “place of birth” challenge question is case-sensitive.  You will 
have three attempts to provide your challenge answer correctly before your password is permanently 
locked.  If that occurs, you will need to call the EFAST2 Help Desk at 866-GO EFAST (866-463-3278) 
or register again.  

Q6.  I don’t remember my User ID.  How can I retrieve it? 

From the EFAST2 Web site (http://www.efast.dol.gov) click “Login” on the Welcome screen.  Then 
click "Forgot User ID" and enter the email address that you provided during registration. You will need 
to provide the answer to your challenge question to view your User ID.  

If you have not fully completed the registration process, you will see an option to “Complete 
Registration” after answering your challenge question.  

Q7.  I don’t remember my Password.  How can I retrieve it? 

If you have forgotten your password, or if your password is locked, from the EFAST2 Web site 
(http://www.efast.dol.gov) click “Login” on the Welcome screen, then click "Forgot Password" on the 
Login page. To use the “Forgot Password” option, you must enter a valid User ID or registered email 
address. You will also be prompted to enter the answer to your challenge question. If done successfully, 
you will be allowed to create a new password. 

Q8.  I don’t remember my PIN.  How can I retrieve it? 

After successfully logging in to the EFAST2 Web site, you may view your EFAST2 PIN and other 
registration information by clicking "User Profile.” The User Profile page will display your credentials 
and provide options to “Change Profile,” “Change Password,” and “Change PIN.” 

Q9.  What are the differences among a password, a PIN, and an ETIN? 

An EFAST2 password is a 10-16 character password that is created by the registered EFAST2 user.  It 
can be changed using “Forgot Password” on the Login page, or by using “Change Password” on the 
User Profile page.  In conjunction with the assigned User ID, the password is used to log in to the 
EFAST Web site. 

An EFAST2 PIN is a 4-digit number assigned to a registered user.  It can be changed by using “Change 
PIN” on the User Profile page. In conjunction with the assigned User ID, the PIN is used to provide 
an electronic signature on a Form 5500 or Form 5500-SF. 

An EFAST2 ETIN is an Electronic Transmitter Identification Number. The ETIN, along with a PIN, 
is required for preparers to submit filings or batches of filings on behalf of others using EFAST2-
approved third-party software. Filing Authors and Filing Signers normally do not need the ETIN. 

Q10.  How can I change the address, email address, or user types I entered when I 
initially registered? 

If you need to change your profile information, including the type(s) that are associated with your User 
ID, first login to the EFAST2 Web site.  Click “User Profile,” then on the resulting User Profile page 
click "Change Profile." Don't forget to save your changes when you are finished.  



The EFAST2 system does not allow changes to the answer provided to the challenge question (place of 
birth or date of birth).  Also, the EFAST2 User ID itself is a unique, system-generated ID that cannot 
be changed for an established account.  

Q11.  I didn’t print my registration page that listed my PIN.  How can I see my PIN now?   

You can view your EFAST2 PIN at any time. After successfully logging in, click "User Profile” to view 
your PIN at the top of the screen.  

Q12.  I am not sure if I have already registered.  How can I check? 

There are multiple ways that you may check to see if you have successfully registered with EFAST2. 

If you are not sure that you have successfully completed the registration process, click either "Forgot 
User ID" or “Forgot Password” on the Login page and enter the email address that you believe you 
entered during registration. 

 If you have registered that email address, you will be prompted to enter the answer to the
associated challenge question.

 If you have not registered that email address, you will see an error indicating this email address
doesn’t match what we have on file.

 If you began registering that email address but have not yet completed the registration process,
you will see an option to “Complete Registration” on the screen. Follow the instructions on the
remaining screens to complete your registration.

Alternately, you may attempt to complete the registration process by clicking “Register.” After you enter 
the required information, including email address, click “Next.” If the email address you have entered is 
already associated with an EFAST2 account, you will receive the message that the email address you 
provided is already in use. 

Q13.  I work for multiple companies but the “Company Name” field will not let me enter 
both company names, and I can’t register for another UserID using the same email 
address.  How can I register for all my companies/plans? 

The EFAST2 registration process does not provide a way to add multiple companies to a profile, nor is 
it necessary for you to do so. Although you provide employment information when registering, the 
credentials are personal and are not linked to a company or plan.  The EFAST2 credentials can be used 
to identify the registrant for multiple years and on multiple filings.  EFAST2 registration allows only 
one active User ID per valid email account. Each person should need only one active registration.  

Q14.  What are “User Types” and which should I choose? 

Each user type has specific filing tasks associated with it. If the registrant will be performing filing tasks 
associated with more than one user type, he or she may select multiple user types. 

Filing Author: Filing Authors can complete Form 5500/5500-SF and the accompanying schedules, 
submit the filing, and 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. 



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 
role alone. 

Schedule Author: Schedule Authors can 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. 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. 

Transmitter: Transmitters can transmit Form 5500/5500-SF filings to the EFAST2 system for 
processing on behalf of others. Transmitters are responsible for the security of all filing information 
prior to and during its transmission. A Transmitter can be a company, trade, business, or individual. 

Third-Party Software Developer: Third-Party Software Developers make Form 5500 filing 
preparation or transmission software for use in the EFAST2 system. They submit test cases using their 
software to the Participant Acceptance Testing System (PATS) Team. The PATS Certification Team 
will then review their submissions and provide feedback, or will approve and certify the software. A 
Third-Party Software Developer can be a company, trade, business, or individual. 

Q15.  Do I need to register each year? 

No, you should only need to register one time.  However, credentials that have never been used for 
three consecutive calendar years will expire. 

Q16.  Where can I find more information about EFAST2 credentials? 

The EFAST2 Web site contains several Frequently Asked Questions and User Guides. To locate much 
of this material, including the Instructions for Form 5500, the "EFAST2 Guide for Filers and Service 
Providers,"  the “EFAST2 Quick Start Guide,” the "EFAST2 IFILE User's Guide,” and a link to 
"EFAST2 Tutorials," please go to Forms, Instructions, and Publications. 



Sponsor	Timeline	–	Calendar	Plan	Years
TASK TIMELINE 

Approve Census Report information and Complete Data 

Request questionnaire. 

As soon you are notified by Alliance Benefit group that it is available on the website.  (Typically 

one month after the end of your plan year.) 

Best to be completed prior to Feb 15th.  Reason:  If your plan requires ADP or ACP corrective 

distributions, these checks must be dated no later than March 15th or a 10% penalty will apply.  

Getting your information to Alliance Benefit Group by Feb 15th will give 30 days to complete 

testing activities and guarantee the checks are issued on time. 

Review testing results and save the testing letter.  Review the 

current year plan limits. 
Alliance Benefit Group will notify you of the results. 

Electronically sign Form 5500/Form 8955-SSA. 

Due July 31 (or Oct 15 with extension).  Alliance Benefit Group prepares the forms and emails 

the signer when they are ready. 

Don’t wait until the deadline - This is best to do as soon as you are notified due to high 

financial penalties for filing late. 

Request a preliminary test from Team East if you failed the ADP 

last year. 
About half way into the year (no need if you are a Safe Harbor plan). 

Distribute the SAR to participants Due Sept 30 (or Dec 15 with extension) 

Distribute Participant Fee Disclosure to participants At least once every 12 months and/or before Fund Changes  
(and also to newly eligible participants)  Available at www.abgncs.com. 

Distribute Safe Harbor/Auto enroll/QDIA notice to participants 30 days before  start of plan year 

OFF CALENDAR PLAN YEARS:  Form 5500/8655-SSA is due 7 months following the end of the plan year.  If an extension is filed, it is due 9 ½  months after the 

close of the plan year.  The SAR must be passed out to participants 9 months after the close of the plan year.  If an extension is filed, it is due 11 ½ months after 

the close of the plan year. 
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Get Started 
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LOGGING IN 

To access your employer- 

sponsored benefit 

account(s), visit us at  

www.abgncs.com and 

log in under Account 

Access directly from the 

home page. 

Remember to define your 

login by indicating your 

role as Participant before 

clicking GO. 

1 Logging In | Questions? (800) 880-4015 ∙ haveaquestion@abg-mn.com

http://www.abgncs.com/
mailto:haveaquestion@abg-mn.com


Get Started 
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BENEFITS 
SUMMARY 

Once logged in, your first 

stop will be the Benefits 

Summary page. If you 

have more than one plan 

with Alerus/ABG, you can 

access each of your 

benefits here. 

Simply click on the plan 

you wish to access and 

be brought to the 

Account Summary for that 

particular benefit. 

For this example, let’s 

check out the Widget’s 

Inc. 401(k) Retirement 

Plan. 

2 Benefits Summary | Questions? (800) 880-4015 ∙ haveaquestion@abg-mn.com

*Not all options shown may be available to your plan. Check your plan highlights or
with your HR team for more details on what is specifically available for your plan. 

mailto:haveaquestion@abg-mn.com
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Account Summary 
ACCOUNT 
SUMMARY 

Your Account Summary 

provides you a snapshot of 

your plan and the ability to 

manage your entire 

account from one page. 

 Review and change your

personal information.

 View your balance.

 Read the latest information

about your plan.

 Manage your investments and

contributions by clicking the

Manage links.

The drop down menu which 

appears when hovering the 

cursor over “Account 

Summary” tab provides 

several options for 

managing your account. 

Let’s take a look at one of 

these… 

3 My Account Summary | Questions? (800) 880-4015 ∙ haveaquestion@abg-mn.com
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Account Summary 
OUTSTANDING 
LOANS 

View existing loan 

balances and initial loan 

amounts. 

You can also view your 

loan payment amount, 

next payment due date 

and repayment schedule. 

This is an optional feature and may not be available for all loans. Please see your HR contact for details. 

4 My Account Summary | Questions? (800) 880-4015 ∙ haveaquestion@abg-mn.com
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Account Summary 
RATE OF RETURN 

Monitor your personal rate 

of return (ROR) for all 

investments or by one 

particular investment. 

Indicate the period you 

wish to review or click on 

the appropriate tab to 

view a summary of your 

ROR on an annual, 

quarterly, or monthly 

basis. 

5 My Account Summary | Questions? (800) 880-4015 ∙ haveaquestion@abg-mn.com
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Account Summary 
INVESTMENT 
RETURNS 

Review the rate of return 

for each fund available in 

your plan to understand 

the overall performance 

data for each of the 

funds. 

6 My Account Summary | Questions? (800) 880-4015 ∙ haveaquestion@abg-mn.com
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Account Summary 
INVESTMENT 
PROFILES 

View detailed information 

about the investments 

offered through your plan. 

See the asset style, ticker, 

and last closing price for 

each fund. 

You can also link to fund 

fact sheets and review 

prospectuses and trading 

rules for any fund in the 

plan. 

Click View under the Fund 

Info column to see up-to- 

date information for each 

investment. 

7 My Account Summary | Questions? (800) 880-4015 ∙ haveaquestion@abg-mn.com
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Manage Account 
MANAGE 
ACCOUNT 

This page allows you to 

view your plan balance. 

Customize your view by 

clicking on the tabs 

above the table to 

display your balance by 

investment, asset class or 

source of funds. 

The drop down menu, 

which appears when you 

hover the cursor over 

“Manage Account” tab, 

provides several options 

for managing an 

account. 

Let’s take a look at some 

of these… 

8 Manage My Account | Questions? (800) 880-4015 ∙ haveaquestion@abg-mn.com
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Manage Account 
ACCOUNT BALANCE 

View and manage your 

current invested balance 

by selecting from one of 

the two options: 

 Change

Investment

Elections

 Transfer

Investments

9 Manage My Account | Questions? (800) 880-4015 ∙ haveaquestion@abg-mn.com

mailto:haveaquestion@abg-mn.com
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10 Manage My Account | Questions? (800) 880-4015 ∙ haveaquestion@abg-mn.com

Manage Account 
INVEST NEW 
MONEY 

Manage your contribution 

online1. Elect, update, or 

review the amount that you 

would like to save in your 

retirement plan by % or 

fixed $ amount. 

Your deferral will 

automatically be submitted 

to your employer so that 

the change is made to your 

payroll account. 

Not sure how much you 

can set aside? Click on 

“Rules and Criteria” for 

more information. 

If you would like your 

current balance to match 

your new investments 

check the box before 

submitting. 

1 This is an optional feature and may not be available to all plans. Please see your HR contact for details on how you can change 

your contribution. 

mailto:haveaquestion@abg-mn.com
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Manage Account 
TRANSFER FUNDS 

Manage your current 

invested balance by 

selecting from one of the 

three transfer types: 

1. Exchange my investments

with other investments in the

account.

2. Rebalance my current

investments to target %.

3. Rebalance my current

investments to

contribution %.

11 Manage My Account | Questions? (800) 880-4015 ∙ haveaquestion@abg-mn.com
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Manage Account 
EXCHANGE FUNDS 

Option 1: Exchange my 

investments with other 

investments in the 

account. 

Move a percentage of 

your balance from one 

investment fund to 

another. 

From Column: Enter the % you 

wish to transfer out of the 

currently elected fund 

To Column: Enter the % you wish 

to transfer in to the new fund 

CURRENT ELECTION 

TRANSFER TO NEW FUND 

12 Manage My Account | Questions? (800) 880-4015 ∙ haveaquestion@abg-mn.com
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Manage Account 
REBALANCE 1 

Option 2: Rebalance My 

Current Investments to 

Target %. 

Indicate your desired 

percentage allocation in 

the “My Target %” 

Column. 

Once you click Submit, 

the system will 

automatically generate 

all of the necessary trade 

exchanges in one simple 

transaction. 

13 Manage My Account | Questions? (800) 880-4015 ∙ haveaquestion@abg-mn.com
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Manage Account 
REBALANCE 2 

Option 3: Rebalance My 

Current Investments to 

Contribution %. 

Align the investment 

allocation of your existing 

account balance with 

how you are investing 

your new contributions. 

Once you click Submit, 

the system will 

automatically generate 

all of the necessary trade 

exchanges in one simple 

transaction. 

What is a Recurring Rebalance? 

Take the hassle out of rebalancing. Set up 

an ongoing schedule to regularly align the 

investment allocation of your existing 

account balance. Schedule a transaction 

to happen on a recurring, scheduled date. 

It can be cancelled at any time. 

14 Manage My Account | Questions? (800) 880-4015 ∙ haveaquestion@abg-mn.com
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Manage Account 
NEW LOANS 

If your plan allows loans1, 

model new loans with our 

loan calculator or apply 

for loans online. 

Gain some insight by on 

loans by clicking on 

“What You Should Know 

About Taking A Loan…” 

15 Manage My Account | Questions? (800) 880-4015 ∙ haveaquestion@abg-mn.com
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Statements/Requests 
STATEMENTS/ 
REQUESTS 

Access statements and 

manage requests through 

this page and set of tabs. 

Find plan reports and 

create your own custom 

plan statements. Reports 

already created are 

stored on this page for 

future reference. You 

may delete any reports 

that you no longer wish to 

store on the site. 

16 My Requests/Reports | Questions? (800) 880-4015 ∙ haveaquestion@abg-mn.com
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Statements/Requests 
eSTATEMENTS 

Sign up and access your 

statement online by clicking 

eStatements1. 

Check out all of the tools 

available on this page by 

clicking different options on 

the left side menu 

ACCOUNT 
TRANSACTIONS 

Research historical 

transactions in your plan 

account and generate 

online queries. 

REQUESTS 

Similarly, you can also view 

your online transaction 

requests via “Requests.” 

17 My Requests/Reports | Questions? (800) 880-4015 ∙ haveaquestion@abg-mn.com
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Resources 
RETIREMENT 
CALCULATOR 

Looking for a planning 

tool where you can 

control more of the 

assumptions? Try our 

Retirement Calculator. 

This will assist you in 

planning for your 

retirement based on your 

age and desired 

retirement income. 

18 Tools | Questions? (800) 880-4015 ∙ haveaquestion@abg-mn.com
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HAVE QUESTIONS? 

We’re here to help. If you 

run into questions as you 

navigate through your 

account online, feel free 

to ask. 

Reach our Call Center 

Representatives 

weekdays from 7AM – 

6PM CT or send us an 

email anytime. 

WHO TO CONTACT 

To obtain information surrounding the Alliance Benefit Group North Central States, 

Inc. Participant Website, contact our Call Center Representatives today. 

phone (800) 495-4015 

email haveaquestion@abg-mn.com 

Thank you for choosing Alliance Benefit Group. 

abgncs.com 

19 Contact Us | Questions? (800) 880-4015 ∙ haveaquestion@abg-mn.com
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