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ADMIN3I16

QUICK-START TRAINING GUIDE

Admin316 Client Center

How to set up your account, find your way around and use
the main tools. Keep this guide next to you the first time
you sign in.

Web address: a316-participant-center-admin316.viktor.space

Help: service@admin316.com | 361-271-1211

Admin316 serves as an independent retirement plan fiduciary under ERISA sections 402(a) and 3(16). Everything in the
Client Center is for education only and is not investment, tax or legal advice.



PAGE 2

Your first 15 minutes

Do these in order. Each box takes a minute or two.

] Set up your account. Email + last 4 of your Social Security number, a password,
then the emailed code. (Task 1)
] Look at your home page. Check that your plan name and recordkeeper are
right. (Task 3)
] Open Fund lineup. See the funds in your plan and what each one costs per year.
(Task 4)
] Take the risk profile. Seven questions under Risk score. (Task 5)
] Open My documents. See which papers are missing and upload one statement
if you have it. (Task 7)
] Send a test message. Click Message us at the bottom of any page and ask one
question. (Task 8)
] Bookmark the site so you can find it next time.
What's inside
1. Set up your account 6. Use the Roth and cash flow tools
2. Sign in and reset your password 7. Upload statements and documents
3. Find your way around 8. Ask a question or reach a person
4. See your funds, growth and fees 9. Keep your file current
5. Take the risk profile and check your mix 10. Keep learning
Then: frequently asked questions, a note for plan sponsors, and who to contact.

3 min

1min

2 min

3 min

3 min

1min

30 sec

Colors on the screens. On several pages, green numbers came from a statement you uploaded, black
numbers are what you typed, and red numbers were filled in by our team and still need you to confirm

them.
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Set up your account

You can set up an account once our team has approved you. You confirm who you are with
your email and the last 4 digits of your Social Security number.

1. Go to the Client Center and click Set up your account (the page is also at /activate).

2. Type the Email we have on file for you and the Last 4 of your Social Security number. Click
Continue.

3. Choose a New password: at least 10 characters, with at least one letter and one number. Type it
again in Type it again.

4. Click Create password and email my code.

5. Open the email from us, copy the code into Code from the email, and click Finish and open my
plan.

Good to know. You have 30 minutes from step 2 to finish. If time runs out, start again with your email and
last 4. Check your spam folder if the code doesn't arrive within a minute. We never store your Social
Security number.

Set up your account

For people we have approved. We confirm who you are
with your email and the last 4 of your Social Security
number.

1. Confirmit's you 2. Create a password
3. Enter the emailed code

Email

Last 4 of your Social Security number

& We check this against our client records and never store your
Social Security number.

Not approved yet? Request access

Already set up? Sign in

. contact Admin316 at 361-271-1211 or service@admin316.com.

The Set up your account page. Step 1 of 3: confirm it's you.
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Sign in and reset your password

After setup, you sign in with your email and the password you chose.

1. Go to the Client Center and click Sign in.
2. Type your Email and Password, then click Sign in.
3. Forgot it? Click Forgot password?, enter your email and click Send reset code.

4. Type the Reset code from the email, choose a New password and click Reset password.

Good to know. If we can't match your email during setup, call our office at 361-271-1211 and we will update
the email on file. Not approved yet? Use Request access on the sign-in page.

ADMIN316

Welcome back. Use the email and password you set up.

Your retirement plan, Email
explained in plain English.

you@example.com

Password Forgot password?
Your plan's funds and what they cost you 9

Arisk profile and a mix that fitsit PP

First time here? Request access. Already approved?
Set up your account

Social Security, Medicare and retirement income

A real person when you want one

If you need help, contact Admin316 at 361-271-1211 or service@admin316.com.

The Sign in page.
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Find your way around

Your home page is the Roadmap. Everything else is in the menu on the left.
1. At the top you see your plan name and recordkeeper. The gold button (for example Log in to my
PCS Retirement account) opens your recordkeeper's own website.

2. My level (top right) shows how many of the 8 roadmap steps you've finished. Missing information
shows how many papers we still need.

3. Use the left menu. It is grouped: My plan, More on my plan, My money, Retirement income, Cash
flow, My file and Learn.

4. Click Roadmap any time to come back to your steps. Each step has its own button, like See the
funds or Check my mix.

5. Click English or Espanol at the top to switch languages. Click Sign out when you are done.

-‘j,‘ ADMIN3I16 Client Center Espafiol (> signout

Q Silt aver
—e— e

Admin316 Sample 401 (k) Plan 8 steps. 2 more to Gold saver

E ME, SA

Rec ent
Missing information

12 papers are missing from your file.
Log in to my PCS Retirement account & Ppap 9 y

MY PLAN YOUR ROADMAP
Welcome, Sample.

Work through these steps at your own pace. Each one takes a few minutes.

401(k) details
Annual growth and fees

Risk score

MORE ON MY PLAN

Roadmap Your yearly checkup is due SR
Twelve quick items to confirm your address, beneficiaries, withdrawals and more.
Fund lineup
MY MONEY
My documents MY 401(K) THIS YEAR
T e — We need a little more to answer this
Annual review and IPS
Yearly pay used Your 2026 limit
RETIREMENT INCOME $130,000 $24,500
Yearly pay you entered IRS limit for your own contributions this year.
Social Security
Medicare and Medicaid We need your contribution rate. It fills in from your plan records, or upload a recent pay stub.
Roth vs traditional Plan records come from your recordkeeper and are only as current as the date shown. This is an estimate for education, not a guarantee or advice.

{D Questions, or want to change a scenario? Message us.

Home page: plan banner, My level, Missing information and the menu.

Admin316 Client Center | Quick-start training guide 5
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See your funds, growth and fees

Three pages tell you what you own, how it has done and what it costs.

1. Fund lineup (under More on my plan): every fund in your plan with its yearly cost, 1, 3, 5 and 10
year returns and a risk rating from 1 to 5. Tap a fund to see what it holds in plain English.

2. Annual growth and fees (under My plan): each year from your recordkeeper's reports. What you

started with, what went in, what the market added, what fees took out and your return. If it's
empty, click Upload a statement.

3. On that page, click See the full fee check. Enter your balance and costs from your statement or
yearly fee disclosure. You'll see what you'll pay over the next 12 months and how it compares to a

published benchmark.

Good to know. Returns on Fund lineup and Annual growth are before plan fees. Fees appear on the fee
check. Past returns don't promise future results.

MY PLAN
401(k) details
Annual growth and fees

Risk score

MORE ON MY PLAN
Roadmap

Fund lineup

MY MONEY
My documents
Accounts and statements

Annual review and IPS

RETIREMENT INCOME
Social Security
Medicare and Medicaid
Roth vs traditional

Roth conversion

CASH FLOW

Retirement cash flow
Paycheck and match
Budget and debt

Pay off the house or invest

Annuity free withdrawal

MY FILE
Yearly checkup

What we have an file

FUND LINEUP

The funds in your plan

Tap any fund to see what it holds in plain English. The expense ratio is the yearly cost as a percent of
your balance. Average across the lineup is 0.20%. Lineup as of 2026-08-28. Returns are average
yearly returns after fund costs, as of 2026-10-01, from the monthly review we run on every fund. Past
returns do not promise future results.

Target date funds
The easy option. Pick the one year closest to when you plan to retire and it handles the rest.
YEARLY

FUND CATEGORY COST 1YR 3 YR SYR 10 YR RISK (1TO5)
ﬁ"r‘vgx“ard Target Retirement Income Target Date 0.08% 33%  91% 35% 4.9% e
Vangtisrd Target Redrement;2020 Target Date 0.08% 47% 105% 43% 65% e
Yanguard Target Retirement 2025 Target Date 0.08% 7.0% 128% 56% 7.7% e
ﬁ:g;‘a“’ Target Retirement 2030 Target Date 0.08% 87% 145% 6.6% 86% ee
‘v’j?g;’a'd Target Retirement 2035 Target Date 0.08% 101% 159% 7.5% 94% eee
‘jfgg;‘ard Target Retirement 2040 Target Date 0.08% 115% 17.2%  84% 103% eee
ﬁ"&i“a“’ Target Refiremant 2045 Target Date 0.08% 129% 185% 93% 11.0% eeee
Vanguard Target Retirement 2050 Target Date 008%  142% 197% 100% 114% eeee

VFIFX

Fund lineup (sample plan).
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MY PLAN FEE CHECK AND ROR

What will you pay over the next 12 months?

We take your current balance, add up every layer of cost, and compare it to published averages for
plans your size. Find the numbers on your statement and your yearly participant fee disclosure, or
upload a statement on My money and we will fill them in.

401(k) details
Annual growth and fees

Risk score

MORE ON MY PLAN

Roadmap

Green came from a statement you uploaded. Black is what you typed. Red was filled in by our team and still needs to be confirmed, so please check it.
Fund lineup
MY MONEY Current 401(k) balance

My documents
Accounts and statements

Annual review and IPS

RETIREMENT INCOME
Social Security
Medicare and Medicaid
Roth vs traditional

Roth conversion

CASH FLOW

Retirement cash flow
Paycheck and match
Budget and debt

Pay off the house or invest

Annuity free withdrawal

MY FILE

Yearly checkup
What we have on file
Beneficiaries

Requests

$ 100000

Average fund expense ratio

0.5 %
Weighted by how much you hold in each fund. Listed on the fee disclosure for every fund.
Plan and recordkeeping fees in dollars per year

$0
Dollar charges on your statement. Add up four quarters, or multiply one quarter by 4.
Plan fees charged as a percentage

0 %
Only if your plan takes an asset based administration fee. Leave at 0 f not
Advisor or investment manager fee

0 %
Size of your plan

Smaller plans (under about 100 people) R

Fee check: your cost over the next 12 months next to the benchmark.

Admin316 Client Center | Quick-start training guide

Below the benchmark

Your cost over the next 12 months At the benchmark

$500 $1,210

0.50% all in 1.21% all in
Funds 0.50% $500
Plan and recordkeeping 0.00% $0
Advice 0.00% $0
Allin 0.50% $500

What the difference adds up to
Years until you need the money

20

Left alone for 20 years at a 6% return before fees, $100,000 grows to about $291,776
at your cost, compared with about $254,916 at the benchmark. That is a difference of
$36,860 in your favor, before any new savings.

Benchmark: 401k Averages Book, 25th edition: average total plan cost for a 50 participant, $2.5
million plan 0.95% plus and ion 0.26%). We call your cost in
line when ft is within 0:10% of the benchmark.
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Take the risk profile and check your mix

The risk profile gives you a score from 0 to 100 and a matching model mix to learn from.

1. Click Risk score under My plan.

2. Answer all 7 questions. Your score and its band (for example Moderately Conservative) appear on
the right.

3. Click Compare my current mix, or open 401(k) details.

4. Click Add a fund for each fund you hold and type the percentage from your latest statement or
your recordkeeper's website. The total should add up to 100%.

5. Optional: type your Account balance to see the yearly cost in dollars.

Good to know. The model mixes are general asset allocation examples offered as participant education
under the Department of Labor's Interpretive Bulletin 96-1. They are not a recommendation for you. You
choose your own investments. Other funds in your plan may have similar risk and return, and your
recordkeeper can tell you about them. We'll ask you to review your answers again after six months.

MY PLAN RISK PROFILE

How much risk fits you?

Answer seven questions. Your score combines how long until you need the money with how you feel
about ups and downs.

401(k) details
Annual growth and fees

Risk score

MORE ON MY PLAN

Roadmap Last reviewed 10/2/2026. We will ask you to review it again after 4/2/2027.
Fund lineup
Question10f 7 Your e
MY MONEY When do you expect to start taking money out of this account?
My documents 57 out of 100
Now, | am retired and already taking money out ]
Accounts and statements .
Moderately Conservative
Annual review and IPS Within 3 years
[ — —-
RETIREMENT INCOME 3to 7 years Your comfort v k is higher than this, but because
St noney out we matched you to a
ocial Security . ix.
81015 years more conserv e MiX.
Medicare and Medicaid
Retirement can last 25 years or more, so the mix still
Roth vs traditional 16 to 25 years a

required minimum distributions, the IRS sets a minimum
More than 25 years E you must tak year. The Retirement cash
flow page shows you

CASH FLOW
Retirement cash flow Compare my current mix O Reset
Paycheck and match Question 2 of 7

Your account drops 20% in a few months during a market downturn. What would you do?

Roth conversion

Budget and debt

Pay off the house or invest Move everything to the safest option Moderately Conservative model
Annuity free withdrawal . ‘ About 40% stocks, 0.22% yearly cost
Move some of it to safer options More bonds than stocks. Smaller swings than the
MY FILE market with room for modest growth.
[ Leave it alone and wait J
Yearly checkup About how much is in this
account?
What we have on file Put more in while prices are low
$0

Beneficiaries

Add your balance to see the right number of funds for your

Requests
q account. No fund is shown below 5%

Question 3 of 7

Risk score: seven questions and your result.

Admin316 Client Center | Quick-start training guide
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Use the Roth and cash flow tools

These tools show estimates from the numbers you enter. They are not tax advice.

1. Roth vs traditional: fill in your age, retirement age, household income, filing status and yearly
savings. Or click Upload tax return (PDF) and we read your Form 1040 for you.

2. Roth conversion: upload your most recent tax return to see what a conversion would cost this
year.

3. Paycheck and match: move the slider to see what saving more costs per paycheck and how much
match you get. Click Upload a paystub and use the PDF from your payroll site (pictures and scans
can't be read yet).

4. Retirement cash flow: follows your savings year by year and tests 1,000 market paths to see how
often the money lasts.

5. Budget and debt, Pay off the house or invest and Social Security work the same way: type or
upload, then read the result.

MY PLAN ROTH VS TRADITIONAL

Pay the tax now, or later?

This compares the two with the same cost to your paycheck, so the only difference is when the tax is

401(k) details

Annual growth and fees

Risk score
paid.

MORE ON MY PLAN
Roadmap
Fund lineup Not sure? Upload last year's tax return and we will tell you

Use the PDF of your federal Form 1040 from your tax software or preparer. We read your filing status and taxable income and show which choice Upload tax return (PDF)
MY MONEY saves you more. The file is kept in your secure Admin316 folder, not on this site.
My documents
Accounts and statements

i Your age Retire at
dosuaievewsnd S 9 Your federal bracket today Roth, after tax at retirement Traditional, after tax at retirement
35 68
RETIREMENT INCOME 24% $584,059 $676,279
Social Security Household income ESNRaIS Tom 2020 biackes
Medicare and Medicaid $ 130000
With these numbers traditional comes out ahead by about $92,220, because your tax rate today

Roth vs traditional a7 Tl g 2 %

Tax filing status (24%) is higher than in retirement (12%).
Roth conversion Single v How we compare them: saving $6,000 a year as Roth costs your paycheck the same as saving about $7,895 a year

as traditional, because traditional lowers your income tax. Both grow at 6% for 33 years. Traditional withdrawals are
CASHIELOW then taxed at your retirement rate.
. Yearly amount you plan to save
Retirement cash flow
$ 6000

Paycheck and match

2026 limit $24,500 at your age. y
Budget and debt Things the math does not capture

Your federal tax bracket in retirement (best

Pay off the house or invest « Nobody knows future tax rates. Having some money in each type gives you choices in retirement.

guess)

Annuity free withdrawal * Roth money is not counted as taxable income when you withdraw it, which can help keep Social Security and
o
12% ~ Medicare costs lower.
MY FILE . o : . :
State taxniow State tax later Employer matching contributions usually go in as pre-tax money even if you choose Roth.
Yearly checkup
0 % 0 %

What we have on file
Texas Is 0%
Beneficiaries
Yearly return assumption
Requests
6 %

Roth vs traditional (sample numbers).

Admin316 Client Center | Quick-start training guide
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Upload statements and documents

The numbers across the site come from the papers in your file. Each item is good for a year.

1. Open My documents (under My money). You'll see counts for Up to date, Update due, Missing and
Does not apply.

2. Each item says what it's used for. Click Upload next to it, or follow the link to the page that reads
it (for example Upload on Paycheck and match).

3. If anitem doesn't fit you, click Does not apply to me.

4. To add other accounts (IRAs, brokerage, bank, credit cards, loans), open Accounts and
statements and click Choose files. PDF or CSV, up to 15 MB each.

5. No statement? Click Add an account by hand.

Good to know. We keep only the balances and holdings we read. The file goes to your own protected folder
in our secure ShareFile system and is then removed from the site. You don't need to send anything for your
401(k) plan itself.

MY PLAN MY DOCUMENTS
What we have and what we need

Everything on this site runs on the papers in your file. When you send us something new, like a new

401(k) details

Annual growth and fees

Fisk score statement, a loan, or this year's Social Security letter, your numbers update from it. Each item is good

MORE ON MY PLAN for a year, and we will show it here when it is time for a fresh copy.

Roadmap

Fund lineup Up to date Update due Missing Does not apply

MY MONEY 0 1 12 0

My documents

Accounts and statements

Annual review and IPS [EEIF current statement for every account Upload Does not apply to me

Used for: Balances in My money and the cash flow.
RETIREMENT INCOME

Social Security [P Loan and mortgage statements, including any 401(k) loan Does not apply to me
Used for: Debts in Budget and debt and Pay off the house.
Medicare and Medicaid

Roth vs traditional =P Social Security statement Upload on Social Security Does not apply to me

: Used for: Claiming ages and amounts on the Social Security page.
Roth conversion 929 Y pag

CASH FLOW Social Security award letter or current benefit amount Upload Does not apply to me

. Used for: The monthly check used in the cash flow.
Retirement cash flow i

Paycheck and match . o :
v Medicare Part B premium notice Upload Does not apply to me
Budget and debt Used for: Part B premium and any IRMAA surcharge.

Pay off the house or invest

Missing i or policy Upload Does not apply to me

Annuity free withdrawal Used for: Health premium on the Medicare page and cash flow,

MY FILE

Part D drug plan Does not apply to me

Yearly checkup Used for: Drug plan premium.

What we have an fila

My documents: what we have and what we need.

Admin316 Client Center | Quick-start training guide



Ask a question or reach a person

There are two ways to get help inside the site.

. Click Message us at the bottom of any page.

. Type your question in Type your message.

A WO N R

usually within one business day.

5. Prefer a call? Open Talk to an advisor (under Learn), pick a topic in What would you like help

with?, add a note and click Request a call.

Good to know. Please don't type your Social Security number or account numbers. Messages are kept on

file as part of our records.

p

Help with any tool. Education only, not a

up to 100%)

Type your message

, all from your St ¥

Mess s are kept on file as part of our records.
y Plan Description any wise vis wie sam w i auviour paye.

The Message us box.

Admin316 Client Center | Quick-start training guide

. Click Ask for a quick answer about the tools. Answers are education only.

. Click Send to an advisor to reach a person. Someone from our team answers in the same box,

Message us

1
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Keep your file current

Once a year, and whenever something changes.
1. Open Yearly checkup (under My file). For each of the 12 items, click Still correct or | need a
change. Answers save as you go.
2. Open What we have on file to see your contact details and trusted contact person.
3. Open Beneficiaries to see who is named on each account.

4. To change something, open Requests and pick one: change address or phone, change a
beneficiary, take money out, required withdrawal or tax withholding, move an account to us, book
my yearly review, and more. Follow its status under Your requests.

Good to know. Changes that move money or update your personal details need a code we email you first.

MY PLAN MY FILE

Requests

Ask for a change and follow it here until it is done. Changes that move money or update your
personal details need a code we email you first.

401(k) details
Annual growth and fees

Risk score

MORE ON MY PLAN

Roadmap

Fund lineup Change my address or phone Change a beneficiary Take‘ money out ) ‘
We update every account we manage for you. We send you the right form to sign online. Sf’\‘:o:’:e ormonthiy; with;the tax withholdingyou

MY MONEY

My documents

Accounts and statements Reguiredwithdrawallor tax withholding Add money to an IRA or Roth IRA Move an account to us

Annual review and IPS Sét " WS yearisirequirad withdrawalior.chiangs Tell us the amount and the tax year. An old 401(k), IRA or brokerage account.
withholding.

RETIREMENT INCOME

Social Security Annuity free withdrawal Something on file is wrong Book my yearly review

Medicare and Medicaid Take the yearly penalty free amount. A name, date, balance or anything else. Pick the days and times that work for you.

Roth vs traditional

D Questions, or want to change a scenario? Message us.

Requests: ask for a change and follow it until it's done.

Admin316 Client Center | Quick-start training guide
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Keep learning

Short, plain-English lessons and a monthly live class.

1. Short lessons (under Learn): 9 lessons of 2 to 4 minutes, from how your 401(k) works to keeping

your beneficiary current.

2. Monthly class: 15 minutes on Zoom each month on one money guestion. Join live, or come back
for the recording, the notes and a three question check.

MY PLAN LEARN
401(k) details
Annual growth and fees

Risk score Each one takes a few minutes. Start anywhere.

MORE ON MY PLAN
Roadmap Lesson 1 © Read
Fund lineup How your 401(k) works

What happens to the money that comes out of your
MY MONEY paycheck.

My documents
Accounts and statements

Annual review and IPS

Lesson 4 ® 4min
RETIREMENT INCOME Risk, return and diversification
Social Security Why your mix of stocks and bonds matters more

th ingle fund.
Medicare and Medicaid ansEnysingsTan

Roth vs traditional

Short lessons, plain English

Lesson 2 © Read

Your employer match and vesting

The match is part of your pay. Here is how to get all
of it.

Lesson 5 ® 3min

Target date funds

A complete portfolio in one fund that adjusts itself
over time.

Lesson 3 © Read

Roth or traditional?

Pay the tax now or pay it later. How to think about
the choice

Lesson 6 ® 2min

Why fees matter

Small percentages turn into real dollars over a
career.

O Questions, or want to change a scenario? Message us.

Short lessons.

Admin316 Client Center | Quick-start training guide



Frequently asked questions

| can't set up my account. It says it can't match my email and last 4.
Use the email we have on file for you. If it has changed, call 361-271-1211 and we'll update it.

It says there's no approved request for my email.
Click Request access, fill in your name, email and employer, and we'll email you once you're approved.

I didn't get the code.
Wait a minute and check your spam folder. Codes expire, so use the newest email.

My 30 minutes ran out.
Start again with your email and last 4.

It says too many tries.
Wait an hour, or call our office.

What are the password rules?
At least 10 characters, with at least one letter and one number.

Why is my balance blank or $0?
Your plan data may still be loading, or we don't have a statement yet. Upload a recent statement on
Accounts and statements, or message us.

Can | make trades or change my contributions here?
No. Use the gold recordkeeper button on your home page to go to your recordkeeper's website.

Does the site tell me what to invest in?

No. The model mixes are educational examples. For advice on your own situation, talk with your
financial advisor, tax professional or attorney.

What do the green, black and red numbers mean?

Green came from a statement, black is what you typed, red was filled in by our team and needs you to
confirm it.

Is my Social Security number stored?
No. We only check the last 4 against our records.

Where do my uploaded files go?

To your own protected folder in our secure ShareFile system. The site keeps only the balances and
holdings it reads.

Can | use the site in Spanish?
Yes. Click Espanol at the top of any page.

How fast will a person answer?

Usually within one business day, in the Message us box.

Admin316 Client Center | Quick-start training guide 14



For plan sponsors

The Client Center is built for plan participants and individual clients. There is no separate sponsor
area in it today. If you sponsor a plan and want the guide or video sent to your employees, or have a
question about your plan's administration, email service@admin316.com.

Who to contact

Question about a tool or page Message us — Ask

Need a person Message us = Send to an advisor, or Talk to an advisor
— Request a call

Can't signin or set up 361-271-1211 or service@admin316.com

Trades, contribution changes, Your recordkeeper, through the gold button on your
recordkeeper login home page

Advice on your own situation Your financial advisor, tax professional or attorney

For education only. Nothing in the Client Center or this guide is investment, tax or legal advice or a recommendation for you.
Results from the tools are estimates based on the numbers you enter and assumed rates of return, and are not guarantees.
Investing involves risk, including loss of principal. Past performance does not guarantee future results. Model mixes are
general asset allocation examples offered as participant education under the Department of Labor's Interpretive Bulletin
96-1. Admin316 serves as an independent retirement plan fiduciary under ERISA sections 402(a) and 3(16). Screens shown
use a sample account.

Admin316 Client Center | Quick-start training guide
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