Quick-Start
Training Guide

How to sign in, find your way and get the work done.

advisors.admin316.com - service@admin316.com
Screens show a sample advisor and made-up plans.



START HERE

Your first 15 minutes

Do these ten things once and you will know your way around.

Sign in at advisors.admin316.com with the email and password we sent you.
Change your password: Settings, then Password.

Open This week and send one birthday or anniversary note.

Open My clients and click into your largest plan.

Add a stage and a note under Your notes on this plan.

Open Participants, then the Termed with balance tab.

Open Marketing. No market yet? Enter your branch zip.

Open the Call list and read one call script.

Watch the training video and open the Academy.

OO0 000o00agoan

Send one test question with Ask Admin316.

THE LEFT MENU

This week - Home - My clients - Sponsor meetings - Participants - PlanBenchlQ - Plan

designs - Reviews we built - Call list - Marketing - Education videos - Academy -
Settings - Sign out




TASK 01
Sign in
Your login is the email and password in your welcome email from Admin316.

oMy,
Py oy
L ¢

&
Advisor Portal

Sign in with the email and password Admin316 sent
you.

2> Admin316 staff sign-in

Admin316 team only. Advisars, use your email and password
below.

or continue with erail

Email

you@example.com

Password Forgot password?

New advisor?

Free with a paid PlanBenchIQ plan, or $249/mo
on its own.

Request access

Go to advisors.admin316.com and bookmark it.
Under “or continue with email”, type your email and password.
Click SignIn. Skip the “Admin316 staff sign-in” button; it is for our team.

Forgot your password? Click Forgot password? and we email you a reset code.

To change your password later, open Settings at the bottom of the left menu.

If you see “This login isn't linked to an advisor yet”, email service@admin316.com.



TASK 02

This week: your start page

You land here every time you sign in. It is rebuilt each visit.

Advisor Portal THIS WEEK

Your week, Jordan

Markets, what we need from you, who to call and what's moving in your market. Fresh every time you
log in.

Jordan Ellis
Summit

This week

Send a quick note this week
o~ 3 102 birthdays and work anniversaries in the next 7 days. One click opens a friendly note in your own email

Donna Williams

B Send note
Birthday - Nov 4 - Cedar Pediatrics 401(k) Plan

i

r meetings

& George Huang Open
2years at work - Nov 4 - Sawtooth Software 401(k) Plan

8 pftnss B Send note
Birthday - Nov 4 - Cedar Pediatrics 401(k) Plan

., James Conner

& B Send note

2years at work - Nov 4 - Pioneer Family Medicine Co. 401(k) Plan

.~ Jonathan Stephens

B Send note
2years at work - Nov 4 - Pioneer Family Medicine Co. 401(k) Plan

L, Calllist

Lindsay Ballard

A Marketing -
7 years at work - Nov 4 - Silver Creek Fabrication 401(k) Plan

B Send note

Lisa Figueroa

Send note
B Birthday - Nov 4- Silver Creek Fabrication 401(k) Plan = &
& Patrick Martin & Send note

7 years at work - Nov 4 - Golden Valley Dental Group 401(k) Plan

Sarah Williams.

- B Send note
Birthday - Nov 4 - Golden Valley Dental Group 401 (k) Plan

s Timothy Yu

B2 Send note
15 years at work - Nov 4 - Foothill CPAs 401(k) Plan

Send a quick note this week lists birthdays and work anniversaries in your clients’
plans over the next 7 days.

Click Send note. A friendly message opens in your own email. Edit it, then send.

Scroll down for the Monday market brief, Things we emailed you about and need back,
and Reasons to call this week.

Have a plan question? Use Ask Admin316: pick the plan, type, send. Your plan manager
answers on this page.

Click Home for a one-page summary. Every number card there is a link to the list behind it.



TASK 03

My clients

Every plan where Admin316 is plan administrator and you are the advisor.

Advisor Portal

BOOK OF BUSINESS

My clients
Jordan Ellis = i
: ) Plans where Admin316 is plan administrator and you are the advisor. Pulled from Admin316's plan
system, Oct 30, 2:47 PM.
Th
Plans Plan assets Active participants Recordkeepers
14 $31.8M 2,320 2
£ My clients
Search plan, city, contact All roles ~ 14 shown
Plan Your role Sponsor contact Recordkeeper Admin316 plan manager  Assets  Active
Lakeshore Eye Care Co. 401(k) Plan Advisor ) | Educator Donna Wells | Owner PCS Retirement Dana Reyes $7.2M 104 >
Star, ID 8 donna.wells@example.com & 208-555-0148
Foothill CPAs 401(k) Plan Advisor | | Educator Erica Brown | Owner PCS Retirement Leah Morgan $5.7M 34 >
Meridian, ID £ erica.brown@example.com & 208-555-0101
Sawtooth Software 401(k) Plan Advisor ) [ Educator Sean Torres | Office Manager PCS Retirement  Dana Reyes $3.2M 16 >
Nampa, ID B sean.torres@example.com %, 208-555-0106
Clearwater Supply Co. 401(k) Plan Advisor ) ( Educator Matthew Mills | Owner PCS Retirement  Dana Reyes $3.1M 94 >
Kuna, ID & matthew.mills@example.com %, 208-555-0177
Golden Valley Dental Group 401(k) Plan Advisor ) ( Educator Linda Cervantes | CFO PCS Retirement  Leah Morgan $2.7M 17m >
Caldwell, ID B3 linda.cervantes@example.com %, 208-555-0108
Canyon Rim Law Group 401(k) Plan Advisor ) ( Educator Cynthia Hall | HR Director PCS Retirement  Carmen Ortiz $2.5M 191 >
Kuna, ID & cynthiah com % 501
Stonegate Family Medicine 401(k) Plan Advisor ) | Educator Cameron King | CFO PCS Retirement  Leah Morgan $1.9M 38 >
Boise, ID 2 cameron.king@example.com %, 208-555-0150
Aspen Family Medicine 401(k) Plan Advisor | | Educator Billy Hernandez | HR Director PCS Retirement  Carmen Ortiz $1.7M 100 >

Click My clients in the left menu.

Search by plan, city or contact, or use All roles to filter by your role.

e Each row shows the sponsor contact, recordkeeper and your Admin316 plan manager.
° Click arow to open the plan page. Click Email all to write to everyone at that company.

A plan missing or a contact wrong? Email service@admin316.com with the plan name.



TASK 04

The plan page

Everything about one plan in one place.

Advisor Portal

@ Jordan Ellis
Sur

Th

My clients

r meetings

rticipants

anBenct

€ My clients

STAR, ID

Lakeshore Eye Care Co. 401(k) Plan

Advisor ) ( Educater ) PCS Retirement - Admin316 plan manager: Dana Reyes - EIN 99-2615148 - as of

Oct 30, 2:47 PM

® Email a video to this plan

Plan assets

$7.2M

Active participants

104

413 total with a balance

Sponsor contact Plan facts
Donna Wells | Owner Plan type
B donna.wells@example.com DBA

R, 208-555-0148

Participation

Plan year end
Effective
Admin316 since
Payroll

Testing

Recordkeeper data as of 10/7/2026

Eligible
Contributing
Participation rate
Average deferral
Average balance
Participants with loans

Termed with a balance

PlanBenchlQ.

115
67

64.4%
4.92%
$54K

12 ($66K)
43

Request a plan design Benchmark in PlanBenchIQ

Termed with a balance

40

$2.0M

401k

Lakeshore Eye Care Co.
12/31/2026

2/28/1975

1/23/2024

PAYCOM - Semi-Monthly
Passed Testing

‘Who's who
Signer

HR

Recordkeeper contact

Educator

3(38) investment manager

Admin316 plan manager

New hires (90 days)

0

Your notes on this plan

No stage v

Next review, what the sponso

Donna Wells | Owner
8 donna.wells@example.com % 208-555-0148

Ryan Santos
B ryan.santos@example.com % 208-555-0179

PCS service team
B service@example.com & 800-555-0100

Jordan Ellis
8 jordan.ellis@example.com & 208-555-0101

Nathan Hardin

Dana Reyes

Check the cards: plan assets, active participants, termed with a balance, new hires.
Under Your notes on this plan, pick a stage, type a note and click Save.
Scroll for Participation (rate, average deferral) and Who's who.

Top buttons: Email a video to this plan, Request a plan design, Benchmark in



TASK 05

Participants

Four tabs, four kinds of conversations.

PARTICIPANTS

All participants

Advisor Portal
Jordan Ellis 5 7
= Everyone in your clients' plans and where they stand: active savers, eligible people who aren't saving
. yet, and former employees who still have money in the plan.

Th
All participants 1,979 Termed with balance 367 Eligible, not participating 505 New hires 10

&, Export CSV

Participants Active Eligible, not participating Termed with balance
1,979 1,107 505 367

r meetings
14 plans - $34.4M contributing or holding a balance enrollment conversations $5.3M

Participants

Benct 1ame, plan, emai All plans v Anystage v Active  Eligible, not participating  Termed
RULEIEQISENN $7k or less  Over $7k 1,979 shown - $34.4M
Participant Plan Hired / left Balance  Contact Your stage :‘;:‘e'
Jerry Brandt eligible, not participating Sawtooth Software 401(k) Plan 1/6/1980 $1.8M B jerry brandt@example.com Not worked v
entry 1/1/1993 as of 10/13/2026 % 208-555-0173
william Alvarado Active Foothill CPAs 401(k) Plan 10/1/2001 $1.5M B william.alvarado@example.com Not worked -
entry 1/1/2024 asof 10/28/2026 % 208-555-0100
Terri Santos Eligible, not participating Foothill CPAs 401(k) Plan 10/1/2001 $1.2M B terrisantos@example.com Nodvacied
entry 1/1/2024 as of 10/28/2026 T, 208-555-0147
Tommy Aguilar Active Foothill CPAs 401(k) Plan 12/15/2003 $1.1M B tommy.aguilar@example.com Not worked -
entry 1/1/2024 as of 10/28/2026 %, 208-555-0163
Audrey Hoffman Active Stonegate Family Medicine 401(k) 10/14/2005 $744K B audrey.hoffman@example.com
Not werked v
Plan entry 1/1/2024 asof 10/7/2026 %% 208-555.0135
Edwin Morse Active Foothill CPAs 401(k) Plan 2/18/2014 $705K B edwin.morse@example.com Not worked "
entry 1/1/2024 asof 10/28/2026 % 208-555-0153
Danielle Cruz Eligible, not participating Foothill CPAs 401(k) Plan 11/1/2010 $626K B danielle.cruz@example.com Notworked
entry 1/1/2024 asof 10/28/2026 % 208-555-0153

Pick a tab: All participants, Termed with balance (rollover talks), Eligible, not
participating (enrollment talks), or New hires.

Narrow the list with the search box, plan and stage menus, and the status and balance
buttons.

On each row, set Your stage (for example Reached out or Meeting set) and click Add a
note.

Click Export CSV to download the list on screen.

Exported files hold personal data. Store them under your firm's privacy rules.



TASK 06

Email a participant
The portal writes the draft. You send it from your own mailbox.

Participant record %

Louis Morse

Advisor Portal

e Jordan Ellis

PARTICIPANTS

Eligible, not participating
People who can join their company's plan but aren't contributing. Each one is an enrollment
conversation,

Clearwater Supply Co. 401(k) Plan &

2. Participants

STATUS BALANCE BALANCE AS OF
All participants 1,979 Termed with balance 367 New hires E-Zliglble- Not . 10/7/2026
Contributing
HIRED PLAN ENTRY LOAN
Not participating Have an old balance Hired in the la/ 8/24/2026 11/1/2026 None

505

1 plans

64

saved before, stopped

26

newest are ea

@ louis.morse@example.com

Search name, plan, email... All plans ~  Anystage
£ Email Louis
Participant Plan Hired Bal Blank email
Louis Morse Eligible, not participating Clearwater Supply Co. 401(k) Plan 8/24/2026 Subject
entry 11/1/2026
5. Welcome, and your Clearwater Supply Co. 401(k) Plan
Maria Conner Eligible, nat participating Golden Valley Dental Group 401(k)  8/10/2026 )
Plan entry 9/1/2026 Message (edit anything before it opens)
. Hi Louis,
Crystal Gonzalez Eligible, not participating Cedar Pediatrics 401(k) Plan 5/28/2026
entry 9/1/2026
Welcome to the company. I'm the financial advisor on the Clearwater
Heather Garcia Eligible, not participating CadaBedatic g Bt 5/26/2026 Supply Co. 401(k) Plan, and T help employees get set up and make sense
entry 9/1/2026 = BN
of their options.
Timothy Fitzgerald Eligible, not participating Cedar Pediatrics 401(k) Plan 5/26/2026
entry 9/1/2026 When you're ready, I can show you how enrollment works, what the
T company offers, and how to pick a savings rate and investments that fit
Alejandro Nelson Eiigible, not participating Cedar Pediatrics 401(k) Plan 5/26/2026 pany L 9 : :
entry 9/1/2026 you. It takes about 15 minutes, and you can ask anything.
Courtney Williams Eligible, not participating  Cedar Pediatrics 401(k) Plan L2020 Reply here with a time that works, or call me.
entry 9/1/2026
Open i
Tina Ingram Eligible, not participating Cedar Pediatrics 401(k) Plan 5/21/2026
entry 9/1/2026 Qutlook (work) My mail app
Microsoft 365 / firm email Outlook desktap, Apple Mail
Samantha Santos Eligible, not participating Cedar Pediatrics 407(k) Plan 5/20/2026
entrv9/1/2026 P P .

Click a person's name to open their record.

Under Email, pick a template, such as Welcome (new hire) or Balance options (former
employee).

Edit the subject and message.

Under Openin, choose Outlook (work), My mail app, Gmail or Outlook.com, then send it
yourself.

The portal never sends participant email for you.



TASK 07

Sponsor meetings

Keep each plan's fiduciary file current.

Advisor Portal

FIDUCIARY FILE
Plan sponsor meetings

ordan Ellis
! 5 When each plan's annual review and education meeting was held, what's on the calendar, and the 3
Sur [} Log a meeting

record of every meeting: who attended, what was covered, and the minutes.
Annual review in last 12 mo Education meeting in last 12 mo Plans with a meeting scheduled Review due, nothing scheduled

0of 14 0of 14 0 14

No review in 10+ months

Search plar

contact. All plans Review due Scheduled 14 shown

Plan Last annual review Last education meeting Meetings on file

Lakeshare Eye Care Co. 401(k) Plan

> 4 No record No record — Log meeting
Star, ID - Donna Wells | Owner

» :Foothll CPASHO1(K) Plan No record No record - Log meeting
Meridian, 1D - Erica Brown | Owner

y  Sawtooth Software 401(k} Plan No record No record - Log meeting
Nampa, ID - Sean Torres | Office Manager

y (Slearater supply Co. A01(k) Plan No record No record - Log meeting
Kuna, ID - Matthew Mills | Owner

> Golden Valley Dental Group 401(k) Plan Niyreye No record _ Log mesting

Caldwell. ID - Linda Cervantes | CFO

0 Click Log a meeting, or Log meeting on a plan's row.
e Pick the plan, type, date and where (Zoom, Teams or on site).
e Tick the topics, add attendees, minutes and follow-ups. Use Attach file if you have one.

o Click Save meeting. Use Review due to see which plans need one.



TASK 08

Marketing
Your local market, pipeline and email campaign.

)| Advisor Portal
s TREASURE VALLEY (BOISE AREA) - 25-MILE SERVICE AREA

Marketing

Your local market from public Form 5500 filings, your pipeline, and the email campaign that works it,
all on this page.

Jordan Ellis

Employer 401(k) plans in range Employees covered Plan assets in range Filing shows a problem
885 188,083 $16.9B 337
Over $500K in plan assets campaign wave 1

meetings
Your pipeline
337 companies from your market - change a stage as you work each one

337 0 0 0 0 0 0 0
Outreach (no reply yet) Replied or asked Contacting 20-min meeting set Plan review delivered Admin316 agreement won Not now / lost
/onboarding
——
%, Calllist All stages (337) Q Search company, city or contact
E Macketny Company Contact Participants Assets  Stage Since
ucation videos i
Prairie Insurance Agency, Inc. STEVEN WHITE
‘ 821 $81.3M -
Meridian -0 mi Preview emails % (208)555.0197 Outreach (noreplyyet) v
< Academy
Pioneer Law Group, Inc. —
y 63 $7.5M -
Meridian -0 mi Preview emails % (208)555.0173 Outreach (no'replyyet)  ~
Lakeshore Distributing, Inc. MARIE RILEY
4 1112 $47.1M -
Meridian - 0 mi Preview emails % (208) 5550150 Outreach (no replyyen) v
Harbor Plumbing & Heating, LLC RACHEL CLARK
Meridian -0 mi_Preview emails % (208) 555-0153 Gl $80.2M  Outreach (noreply yet) v
Lakeshore Foods ADRIAN SNYDER
161 $95.6M -
Boise -9.7 mi Preview emals %, (208) 555-0198 Outreach (no replyyet) v

See employer 401(k) plans within 25 miles of your office, from public Form 5500
filings.

In Your pipeline, change each company's stage as you work it.
Click Preview emails to see what a business owner receives.

No market yet? Enter your Branch zip. Your first market is free and we build it for you.

Nothing goes out under your name until your firm's compliance approves it.



TASK 09

PlanBenchlIQ

Local plans worth reviewing first, with the problems their own filings show.

)| Advisor Portal

Jordan Ellis
Surr d v

meetings

Call list

1 Marketing

PLANBENCHIQ

Plan reviews

Search any plan, generate a branded Plan Review and Advisor Brief from its Form 5500, and bring it to

the sponsor meeting.

Plans within 25 mi of Treasure Valley (Boise area)

885

Best plans to review first

Company

Pioneer Law Group, Inc.
Meridian, ID - 2024 filing

Prairie Insurance Agency, Inc.
Meridian, 1D - 2025 filing

Lakeshore Distributing, Inc.
Meridian, ID - 2024 filing

Evergreen Landscaping, PLLC
Boise, 1D - 2024 filing

Prairie Auto Group, Inc.
Meridian, 1D - 2024 filing

Owyhee CPAS
Boise, 1D - 2023 filing

Stonegate Pediatrics
Boise, ID - 2024 filing

A Bl A PLLE

Problems in their own filings

late deposits, costs above peers, late filings, refunds

What the filing shows

Late deposits (multiple years) ~ No fidelity bond  Late 5500 filing  Cost above peers

Late deposits (multiple years) ~ Cost above peers  Recordkeeping above peers

Late deposits ~ Cost above peers ~ Recordkeeping above peers

Late 5500 filing ~ Cost above peers ~ Recordkeeping above peers

Late deposits (multiple years) ~ Bond below required ~ Refunds rising

Late deposits ~ Cost above peers  Corrective refunds

Late deposits  Costabove peers ~ Corrective refunds

Open PlanBenchlQ (3

Review-ready
337

full Form 5500 with Schedule H on file

Search company or ity
Participants. Assets  Miles

63 $7.5M 0 Run review 7

821 $81.3M 0 Run review

1112 $47.1M 0 Run review

1,725 $99.0M 9.7 Run review

121 $4.4M 0 Run review
1,671 $34.3M 105 Run review
1,470 $35.3M 105

Run review

1es e amn e N

c Scan Best plans to review first and the flags beside each company.

e Click Runreview. PlanBenchlQ opens in a new tab.

e Build the branded Plan Review and Advisor Brief there for your meeting.

This list needs a paid PlanBenchlQ plan under the same email as your portal login. It switches on

automatically.



TASK 10

Call list

Ten new companies a week from your market, plus call-backs that are due.

next business day, a voicemail in 2, a talk in 5.

Called today Call-backs due Meetings set Companies still te call
10 left on today's list 0 scheduled later from this list about 34 weeks at 10 a week

rticipants ' "
SED Have your compliance team look over the script before you start. It cites only the plan's public DOL filing and makes no investment recommendation.

L PlanBenct

Prairie Insurance Agency

Prairie Insurance Agency 401(k) Plan - Meridian - 821 people - $81.3M

& t Ask for: Steven White (signed the 5500)

Why you're calling: The plan’s filings report employee deferrals deposited late in more than one year

8 Plan

% Calllist A Hide call script  Everything in the filing (2)

FRONT DESK

Hi, this is Jordan Ellis with Summit Ridge Wealth Partners. May I speak with Steven White? I'm calling about the Prairie Insurance
Agency 401(k) Plan.

OPENER

Steven, thanks for taking my call. I'm Jordan Ellis, a retirement plan advisor with Summit Ridge Wealth Partners here in the Treasure
Valley. I was reading the 2025 Form 5500 for the Prairie Insurance Agency 401(k) Plan. It's public on the Department of Labor's
website. One thing stood out: the plan's filings report employee deferrals deposited late in more than one year. Do you have two
minutes?

ALSO IN THE FILING

« The plan's administrative cost per participant is in the top quarter of plans its size.

QUESTIONS

Who files the 5500 for you today: your recordkeeper, a TPA, or someone in house? Were you aware of that item? Who at the company
signs the filing? Has anyone been formally named as the plan's administrator in writing?

WHY IT MATTERS

Steven White signed the 2025 filing, and it doesn't name an outside plan administrator. Under ERISA that makes Prairie Insurance
Agency the plan administrator, so the filings, the employee natices and the timing of payroll deposits all sit with you.

Click the phone number to call.
Click Show call script: front desk, opener, questions, why it matters.

Type an optional note, then tap the result: No answer, Left voicemail, Talked, call back,
Meeting set, Not interested, or Wrong number.

The call-back is scheduled for you. Undo reverses a tap.

Have your compliance team review the script before you start.



TASK 11
Plan designs
Send us a business and Admin316 designs the plan.

Adtslace Bartal PLAN DESIGN

Plan designs

ordan Ellis
!IW"_ send us a business and Admin316 designs the plan: owner maximums, safe harbor, profit sharing,
- : cash balance and the SECURE 2.0 tax credits. Your first 3 designs are free. After that, each one is billed
per design
B This week
@ Home Total assets Free designs left Requested In progress Built for you
$0 30f3 0 0 0

In plans we've built for you

r meetings

Request a plan design Your requests
3 free designs left

No plan designs requested yet.

£8 Plan designs New plan Redesign existing plan

Company

EIN (optional) Employees Owners

& Marketing

What does the owner want?

Maximize owner contributions
Safe harbor (stop failing testing)  Add profit sharing
Add a cash balance plan

Auto-enrollment / SECURE 2.0 credits  Lower plan costs

Notes

P

Request free design

Choose New plan or Redesign existing plan.
Enter the company, employees and owners. Tick what the owner wants.
Add notes such as owner ages, entity type, current provider and deadline.

Click Request free design. Track it under Your requests. We email you for the census.

Your first 3 designs are free. For a redesign, attach the 408(b)(2) disclosure and SPD, or send them
later.



Education videos
Upload once, send to one plan or all of them.

Advizor Portal CLIENT EDUCATION

Education videos

ordan Ellis
! Upload a video once, then email it to the plan sponsors you work with. They can forward it to their
employees.
Upload a video Email it to your clients
MP4 or MOV from your phone or computer Pick one plan or all of them, One email per plan, sent from the portal
Choose File No file chosen Upload a video first.

r meetings Title, e.g. Why your 401(k) match matters

&, Upload

@ > built Your videos
0uploaded

Q, Calllist

No videos yet. Upload one to send it.
§ Marketing

0 Under Upload a video, choose an MP4 or MOV file, add a title, click Upload.
e Under Email it to your clients, pick One plan or All plans.

e Click Send me a test first, then send.



TASK 13

Academy and how we work together

Eight short modules and a podcast, each tied to a tool in the portal.

ADVISOR ACADEMY

Find and win new plans
How we work together, then eight short modules on finding plans that need help, starting the

Advisor Portal

S Your progress

Jordan Ellis lconversation, and getting to a plan design. Each one points to the tool in this portal that does the 0 Of 8
Sur ork.
Your weekly rhythm
The habit that fills a pipeline. Work your call list every day and these add up.
Calls Conversations Meetings set Plan designs
50 10 2 1
How to work with Admin316
You own the relationship and stay the advisor. Admin316 is the independent named fiduciary (ERISA §402(a)) and 3(16) plan administrator, and does the work behind the scenes
| Find the plan 5 Get the meeting + request a design 5 Presentit
Work your Market page and weekly Call list. Your first market is ‘We build the design on the plan's real numbers, First three free. You lead. Want us on the call for the fiduciary part? Just ask
free and we build it. Open
Open
4 Owner signs the Admin316 service agreement 5 We run the takeover 6 Plan goes live
That's when the plan becomes a client. Nothing moves before it's Recordkeeper paperwork, conversion, payroll setup and first It shows under My clients. Our service team handles deposits,
Academy signed. funding. You don't chase paperwork. distributions, notices and the annual filing.
Open

E3 The marketing program runs by email and text message only.
Admin316 builds your list, writes the messages, and sends and manages the email and SMS campaigns for you. We don't make calls for you and we don't send mail. Replies come to you as
warm leads. Calls are yours, from your Call list, in your own voice. Nothing goes out under your name until your firm's compliance has approved it.
£ Listen: episode 6, How to work with Admin316

You find the plan and stay the advisor.

Admin316 builds the design on the plan's real numbers. You present it.

e The owner signs the Admin316 service agreement. We run the takeover.
° The plan shows up in My clients. Our team handles deposits, distributions, notices and

the annual filing.

Admin316 serves as the independent ERISA 8402(a) named fiduciary and 83(16) plan administrator.



FAQ

Which sign-in button do | use?
The email and password fields, then Sign In. Not the staff button.

Does the portal email participants for me?
No. It opens a draft in your own mailbox and you send it.

A plan is missing from My clients.
Email service@admin316.com with the plan name.

What does “Termed with balance” mean?
Former employees who still have money in the plan.

Why can't | see the PlanBenchlQ list?
It needs a paid PlanBenchlQ plan under the same email as your login.

How do | get my local market?
Marketing, then enter your Branch zip. The first one is free.

Do campaign emails go out under my name right away?
No. Nothing goes out until your firm's compliance approves it.

How many free plan designs do | get?
Three. Advisors with more than 30 plans with Admin316 get unlimited.

My Academy progress reset.
It is saved in your browser, so a new device starts at zero.

Can the team give investment or tax advice?
No. Plan questions go to your plan manager through Ask Admin316.

Where to get help

1. Training Center assistant. Ask any question about the portal, day or night.

2. Ask Admin316 on This week for anything about a specific plan. It goes to your plan
manager.

3. service@admin316.com for logins, billing and anything else.




