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MAKE CONTRIBUTIONS

This section is intended to support data submission for making RHFV contributions. While some of the named

fields may appear to reflect participant-level information, they are being used specifically to capture plan-level
data for reporting purposes.

To ensure clarity and consistency, this section provides detailed instructions on how each field should be
completed within this context. It outlines what information should be entered in each field and how it aligns with
RHFV reporting.

1. Under Plan Summary in the left navigation, select Payroll and Enter payroll.
2. In STEP 1: Enter Your Payroll Information,

a. Enter the Payroll Date (the date of your contribution).

b. Select P6 A A for the Division.

c. Enter the Expected Contribution Total.
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3. In STEP 2: Select Your Money Sources, check the box for the money source you want to process (Employer —
Unallocated Investment).

Payroll Date: 05042020
Division: PBAA
Expected Contributon Total 3 10000000

Sedect the Money Source{s) You Want To Process.
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ShowCopy Amounts From Previous Contribution(s)

4. In STEP 3: Update Your Employee Contribution, enter the contribution amount. The total contributions on this page
should equal the number previously entered for the expected contribution total.

Each RHFV plan has an assigned SSN, used for payroll reporting. If you need an SSN but don’t know it, you can
locate it under Plan Summary in the left navigation by selecting Participants and Search employee. Select the only
employee listed and view the SSN towards the top of the screen.

STEP 3: Update Your Employees and Contribution Information

Use the form below to contribution amounts and information, including adding newly hired employees, before clicking on the Submit
bustton o procesd to P 4 - Process and Confirm Your
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5. In STEP 4: Process and Confirm Your Contributions, review the information and select Continue to finalize
your contribution.

4 mersofmich.com



SUBMIT A DISTRIBUTION REQUEST

Locate the form
1. Under Plan Summary in the left navigation, select Participants and Employee forms.
2. Select and complete the Institutional Plan Disbursement Request form.
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Upload the form

1. Under Plan Summary in the left navigation, select Participants and Search employee.
2. Select the only employee listed.

3. Inthe Tools section, select the Upload documents button.

o
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Select Transaction documentation for the Document Type.

5. Select the file to upload or drag and drop it.
Click the Upload button.

L 0 erpicyes cverore [}
DOCUMENTS

Sedect ~

* DOCUMENT 5 10MB max file size View supporied file hpes

Tips for managing e size

For accurale processing. please be sure 1o include all relevant pages in a clear, legible formal

e

Tips for pholographeng documments

OPTIOMAL COMMENT §

mersofmich.com 5



TRANSFER RHFV FUNDS TO HCSP

For employers who use their Retiree Health Funding Vehicle to pay the employer contributions to their Health Care
Savings Program, please send an email to MERSServiceTeam@empower.com with the subject line “URGENT: RHFV to
HCSP Transfer — 66XXXXX-01” and mark the email as high importance / urgent. Include the following information in the
body of the email:

* Please transfer $X,XXX.XX

*  From plan number 66XXXXX-01
e To plan number 63XXXXX-01

e Deposit into forfeiture, ERO1

You'll receive an email confirmation within 3 business days. Please note that this transfers funds into your HCSP
forfeiture account, which can then be used to fund an HCSP payroll. However, RHFV funds cannot be transferred
directly to a specific HCSP payroll entry.

If your municipality has ACH (pull done by Empower), the email needs to be sent in advance of reporting for HCSP,
otherwise the pull will include full amount reported.

If your municipality pays using wire, it is recommended to also include the wiring details associated with the request
to appropriately process.
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VIEW RHFV QUARTERLY REPORT

1. Under Plan Summary in the left navigation, select Reports and Standard Reports.
2. Select the Most Frequently Used tab and select Plan Balance and Transaction Summary.
3. Modify the parameters as noted below:

a. Change Ignore divisions to Yes.

b. Enter the Begin date (first day of the quarter).

c. Enter the End date (last day of the quarter).

d. Click the Submit button.
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Plan >
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Reports Plan Balance and Transaction Summary %

Financial transactions by investment option and meney source at a plan and/or participant level for a specified date range.

Data Library

Standard reports Fian 6619081-01 - MERS-RHFV-19081-01-DeWitt, Ciy of
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(@ Help Center .
P Participant identifier | EMPLOYER ASSIGNED ID 1234567890 v|
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PARTICIPANTS SHOULD CALL Email notification * @ ONo @ Yes
1-833-500-6377
Email address * [amsyer@msrsormrm com |

Additional details on key
contacts and how they support
your plan

Using a future date parameter will impact certain data and other information will only be as of the previous business day.

You will receive a notification when the report is available as it will take a few minutes to generate.
Once you receive the notification via email, go to Reports and Standard Reports.

Click on View under the status column of your report, which will open the report in a new browser tab which you
can then save to your local network.

[ select Date Plan # % Category = Report name % Request # % Status = File Sharing ¢ @
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1134 Municipal Way - Lansing, Ml 48917 | 800.767.6377 | mersofmich.com

This publication contains a summary description of MERS benefits, policies or procedures. MERS has made every effort to ensure that the information provided is accurate and
up to date. If this publication conflicts with the relevant provisions of the Plan Document, the Plan Document Controls. MERS, as a governmental plan, is exempted by state and
federal law from registration with the SEC. However, it employs registered investment advisors to manage the trust fund in compliance with Michigan Public Employee Retirement
System Investment Act. Past performance is not a guarantee of future retumns. Please make independent investment decisions carefully and seek the assistance of independent

experts when appropriate.
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