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Agenda

• Logging in to FT William

• Plan Set-up

• Census grids

• Portal

• Census Upload

• Supplemental Grids

• Data Scrub
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Logging In to Ft William Admin - Exercise

• www.ftwillliam.com and click the “Log In” link

• For today’s sesson:

• Company Code is “classtrain”

• Login name is first initial last name

• Password is “password1”

• Select your company

• Select your plan

• Click “Go” Admin button
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Plan Set-up: Plan Specifications

General Features/Sources/Inv Accounts

• Check that dates are populated

• Original Effective Date

• Accounts/Sources

• Add investment accounts (as applicable)

• Confirm source set-up 

• Add vendor (as applicable)
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Plan Set-up: General Plan Features
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Plan Set-up: Investment Accounts
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Plan Set-up: Work with Sources
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Plan Set-up: Add investments to sources

• Work with Sources
• Click ‘Add’
• Use drop down box to 

select investment
• Disregard error at bottom
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Add Vendor

• Financial data import vendor – Choose vendor 
from drop-down box as applicable. 

• To import data from a vendor that is not listed in 
the drop-down box, use the “Generic” upload 
format.
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Plan Set-up: Exercise

• Check plan dates
• Investment Accounts  Yes and press “Refresh”

• Add a pooled investment account
• Add the investment to non-suppressed sources
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Census Grids

• Start with one of the ‘core’ grids
• Contain most data needed for annual processing
• Mapping is correct and complete

• To customize a sample grid first copy it, then 
rename
• Maintains sample grids 
• Avoids confusion with other associates’ grids
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Loading Census Data

The data you load on your primary census grid allows 
the software to calculate eligibility and determine the 
Highly Compensated and Key employees.
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Loading Census Data

• Add census data directly to the grid or upload via 
spreadsheet

• Re-upload to correct bad data - select ‘Yes’ to reset 
eligibility in first year
• Resetting eligibility will clear out eligibility dates that 

were previously calculated and re-calculate based on 
the newly uploaded census data

• ‘Download Current’ to open/save spreadsheet
• ‘Upload’ Census to load data
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Census Grid - Exercise

• Select primary census grid
• Work with Data Entry Grids 
• Select “Sample Census (comp and comp after elig) 

(c5debf8)
• Press “Select Census Grid”, then “Return”

• Click on “Review Docs” in the main plan 
administration menu

• Press the  ‘Review’ link to download the census 
worksheet & save on your desktop as a .csv file
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First Year in the System

The first year the plan is on the ftwilliam system the 
software will assume that prior year data was the 
same as the current year.
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Adding Historical Data

• You can add historical data using a supplemental grid
• Sample Census Supplemental with Disagg No OR –

add this on the Other Import/Export/Reports’  screen 
under one of the user defined drop-down boxes

16



© CCH Incorporated August 2013

Editing Prior Years of Service

• Add the correct prior years of service in each of the 
Prior YOS columns for the affected participants. 
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Other Supplemental Data on This Grid

In-service distribution amounts for Top Heavy testing
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Other Supplemental Data on This Grid

Key Employee indicators
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Other Supplemental Data on This Grid

Prior year statutory compensation 
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Other Supplemental Data on This Grid

Top Paid Group – prior year
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Adding Additional Data

• If you only have a few items to add you can click the 
‘Edit Data’ link next to the grid and add the data directly 
into the grid.

• If you have more data  you can click the ‘Download’ link 
to  save the grid in spreadsheet format, add your data to 
the spreadsheet, save and “Upload No Map”.
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Run the Data Scrub

• The data scrub calculates eligibility and entry 
dates and determines the HCEs and Key 
employees. You can run the scrub once you 
have added the supplemental data.

• Letting the system do the calculations is 
preferable to using overrides
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Recap

• Upload primary census
• Add supplemental grid
• Enter data in supplemental grid
• Run data scrub 
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Exercise

• Upload the census grid that you downloaded from the 
portal to your plan

• Add the supplemental grid ‘Sample Census 
Supplemental with Disagg No OR’ on the ‘Other 
Import/Export/Reports’ screen and add the following 
data:
• Enter 5 prior years of service for John Gaunt
• Add an in-service distribution for Julius Caesar of $25,000, 

for Distrib. Yr 1
• Enter prior year statutory compensation of $90,000 for 

Jane Grey
• Run the data scrub
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Questions?
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Continuing Education

Please – before you leave:
1. Sign in

– Verify your attendance
– Check the box if you want your attendance reported 

to IRS (for ERPA reporting and those with a PTIN 
only)

2. Pick up your certificate of attendance
– Certificates will not be emailed after the conference


