How to Set Up Payroll Direct Deposit
from Sandia to The Education Plan

Setting up direct deposit with The Education Plan and Sandia National Laboratories is a simple two-step
process. It's important to complete both steps outlined in this guide to ensure your contributions are
deposited correctly.

= Recurring contributions can be set to as little as $1.
= You can update contributions at any time by repeating both steps outlined below.

STEP 1: Submit to The Education Plan STEP 2: Set up with Sandia
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direct deposit instruction to
The Education Plan. -
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This process walks you through logging into
your account with The Education Plan and
submitting the direct deposit amount. Please
note: The amount you submit to The Education
Plan must match the amount you set up

with Sandia in Step 2. See pages 2—6 for
instructions.

The Education Plan + Sandia National
Laboratories = Make Saving For College Easy. S 3

Step 2: Set up direct deposit
with Sandia.

This process walks you through logging into
Inside, formerly TechWeb, to add direct deposit
as an option to your account. See pages 7-10 of
this guide for instructions.

When adding or updating your direct deposit from Sandia to The Education Plan, you
must complete both Steps 1 and 2.
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1. Login and go to the Payroll Direct Deposit section of the website to start, edit, or stop your
Payroll Direct Deposit Instructions. You will notice in the screenshot below, this person does
not currently have Payroll Direct Deposit instructions so the column shows $0.00 per pay
check. To change your instructions, click on the “Change payroll instruction” button.

The Education Plan

A little te

-

# Payroll Direct Deposit

Your payroll direct deposit instruction
Profile

Bank Information Employer  No employer Is assoclated
2 - - Employee status  Not specified

Employer ID  Not specified

Employee ID

Account number Benefician Amount per paycheck
y P y

Forms $0,00

Beneficiaries Total $0.00

Change payroll instruction
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2. Once you click on that button, you will be brought to the following screen. Here you can
enter how much you would like to allocate to your beneficiary.

TS The Education Plan

ﬁ Payroll Direct Deposit

Employer |Select ﬂ ® Change instruction
Review instruction
Employee status |Select v

Submit to !"V‘ll)f’.;y?"
Employee ID

Choose amount

How much do you want to contribute from your paycheck each pay period?

Contributions must be at least $1.00 per account for each beneficiary

beneficiaries 1o request to stop your payroll direct deposit entirely

ACcount number E'i'_"‘t‘hih‘f“, Amount per Cﬂ!'ih'.‘lfl
$ o
Total $0.00

3. In this example, we selected $50 for the account.

ACCcount number Benef!CIa", Amount per C»d‘,‘\:"e:i
$| s0
Total $50.00
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4. After clicking “Next” on the previous screen, you will be asked to review your new
instructions. If you want to make any changes, select “Previous” otherwise, click Submit.

@ The Education Plan’

f Payroll Direct Deposit

Review your instruction ©  Change instruction
Employer  No employer is associated @ Review instruction
Employee status  Not Specified Submit to employer
Employer ID  Not specified

Employee ID

$50.00 100.00%

$50.00 100%

i

Tota!

Cancel

5. Once you select “Submit” you will be presented with the following confirmation
screen, along with direction to PRINT the Payroll Instruction form that you can use to
set up your direct deposit from Sandia’s HR Self Service Homepage.

? The Education Plan’

4  Payroll Direct Deposit

Further action required ©  Change instruction
= ©  Review instruction

CSR: The form will be automatically mailed to the customer.
oll office 5o they can direct money (or stop directing @  Submit to employer

Some employers may enable you to submit

Employer  No employer is associated

Employee status  Not Specified

Employer ID  Not specified

Total

Employee ID
Account number Beneficiary Amount per paycheck percent alloca
$50.00 100.00%
$50.00 100%
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6. When you select “Get Form” the prefilled form will generate for you to print and use to set
up your direct deposit from Sandia’s Self Service Homepage. This has the routing number, 529
account number, and instructions to use as “Checking” account.

Further action required

CSR: The form will be automatically mailed to the customer

Please print the form now and prowvide it to your employer's payroll office so they can direct money (or stop directing
money) from your paycheck to your 529 plan account

7. The following pop-up will show up when “Done” is selected in the previous screen, as a final
reminder to print the payroll form.

Action required X

You must provide your employer with a completed payroll form so they can direct money fo your 529 account

Print payroll form

This form has been printed

fl'l Sandia National Laboratories 5 g The Education Plan



8. The following screenshot shows you what it looks like in your account when the instructions
are submitted.

: The Educa"tﬂio‘nr Plan"

A little today go

f Payroll Direct Deposit

Your payroll direct deposit instruction
Profile

Bank information Employer No employer is associated

i | Employee status  Not specrfled

Employer ID  Not specified
Delivery Preferences oy P

P - - Employee ID

Features
Account number Beneficlary Amount per paycheck
Statements, Confirms & Tax

Forms $50.00

Beneficiaries Total $50.00

Successors

Rep/Advisors

Change roll instruction
Authorized Agents L ey
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1. Go to Inside (Formerly Techweb)

@ Inside - Home * @ Pay @ OneDrive for Business

Tools Topics 2 % WhatsNew

INDEX
ABCDEFGHI
] KLMNOPQR

STUVWXYZ

Tools to get work done

[ &0
N e e

Feedback

View All Fe pd Announcements
See all tools
Careers & Hiring (internal) and daily update messages
Conference Rooms Guidance to work remotely
DiGS
EBI Portal Around Sandia A Directory Quick Search A

EIMS FileNet

Expense Report Plus
> Advanced Search

HR Home v ? S N
Updated social distancing guidance

HR Self Service

/ Links A
Maps
MyIT Portal + Add Group (i}
SAMS My Links + Add New Link
Serving up kindness California Site

Technical Library

2. Select HR Self Service

@ Inside - Home < W Pay @ OneOrive for Business

Topics 52 - #* What's New -

Tools to get work done [t ] INDEX
f u ABCDEFGH I
m‘ By Category ] KLMNOPQR
View All Featured Announcements STUVWXYZ
See all tools
Careers & Hiring (incernal) Latest coronavirus infor i Q and daily update messages
Conference Rooms Guidance to work remotely
DiGS
€81 Portal Around Sandia A Directory Quick Search ~

EIMS FileNet

Expense Report Plus

HR Home
Updated social distancing guidance

HR Self Service Plug it

My Links
Maps 2
MyIT Portal : + Add Group o
(
sams fER mplex Sb My Links + Add New Link
modelin 4P Serving up kindness California Site

Technical Library
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3. On the HR Self Service page select “Pay & Taxes”

@ Inside - Home @ Homepage % @ OneDrive for B siness
HR | SELF SERVICE v Home O =
Time & Leave Balances Pay & Taxes Benefits and Retirement Careers & Hiring Learning & Development
% .. ¢ \ ﬁ ‘. ;
/0 3
«© + 7
EBI Portal Performance Compensation People & Delegation Personal Details

|

i | Q) = B [

E3 view Paycheck
Bl w-4 Tax Information
[ state Tax Information
W2 W2 Summary
4. Select “Direct Deposit”
8 Paycheck Modeler
W-2/W-2¢ Consent
& Sandia Gives
I Other Resources v

E Direct Deposit

View W-2/W-2¢ Forms
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5. Select the plus (+) sign to add a direct deposit

G

View Paycheck Di rect Deposit
. W-4 Tax Information Va idate your bank routing number and account number with your bank prior to making any updates to your direct deposit. Incorrect data entry may be rejected by your bank and
de 1y receipt of payment. Changes to your direct deposit will take effect on the next pay period. Only one change per day is allowed.
B state Tax Information Accounts
+| v

W2 Summary

Order Nickname Payment Method Routing Number Account Number Account Type Amount/ Percent
81 Paycheck Modeler

1 Savings1 Direct Deposit - o —— Savings $50.00

cancel Add Account
*Nickname ‘
“Payment Method | Direct Deposit v
Bank
Routing Number ‘~ i

Account Number ‘

Retype Account Number ‘
Pay Distribution
*Account Type |
*Deposit Type ‘ E]

Amount or Percent ‘
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6. Enter the following information:

e Nickname: The Education Plan
e Routing Number: 011001234

e Account Number: Enter your account number from the The Education Plan.

e Account Type: Checking
e Deposit Type: Amount

e Amount: How much you would like deposited to your account with The Education Plan.
This must match your direct deposit election you entered with The Education Plan

NOTE: You will have to change the primary direct deposit amount to “Remaining Balance”,
or make sure the % elected for each Direct Deposit adds up to 100%

Click Save. Your Direct Deposit with The Education Plan is all set up to be sent from Sandia

each pay period.

*Nickname
*Payment Method
Bank

Routing Number

Account Number

Retype Account Number

Pay Distribution
*Account Type
*Deposit Type

Amount

Edit Account

Education Plan

Direct Deposit v]
011001234
Checking
Amount v]
|
Remove [

Sandia National Laboratories
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If you don’t have access to Sandia’s HR Self Service Homepage, you can submit the
Payroll Direct Deposit form directly to HR using the Paper Form.

Submitting Payroll Direct Deposit Instruction via PAPER FORM

1. You can also set up Payroll Direct Deposit by filling out the Payroll paper form.

195420_PY_ES_NM 0919 — Page 1 of 2 I

I DO NOT STAPLE

The Education Plan®
Payroll Direct Deposit Form

<

The Education Plan’

A little today goes a long way

* Use this form to start, change, or stop payroll direct deposit instructions on your existing
account(s) in The Education Plan. You may also provide your payroll direct deposit
instructions when you log on to our website at theeducationplan.com. (/f you have not
established an Account, you must also complete and enclose an Enrollment Form,)

* After this form is processed, you will receive a Payroll Direct Deposit Confirmation

()m 1.877.337.5268
Monday to Friday 8 a.m. to 7 p.m. MT

[EH) theeducationplan.com

Form, which you must sign and submit to your employer’s payroll department. Your
payroll direct deposit instructions will not take effect until your employer has processed

your signed form. @0 617.559.8953

Regular mailing address:

The Education Plan

PO Box 219331

Kansas City, MO 64121-9331

* Type in your information and print out the completed form, or print clearly, preferably in
capital letters and black ink. Mail the form to the address listed.
Do not staple.

Forms can be downloaded from our website at theeducationplan.com, or you can call us
to order any form—or request assistance in completing this form—at 1.877.337.5268,
Monday to Friday 8 a.m. to 7 p.m. MT.

Overnight mailing address:
The Education Plan

920 Main Street, Suite 900
Kansas City, MO 64105-2017

n Account Owner Information

O g

2. Once this form is received in the mail, we will setup the instructions for you.

3. We will then mail back the payroll instruction form, so that you can complete your part of the
process as described in Step 6 above.
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Example of the payroll instruction form with cover letter:

Month dd, ccyy

Dear[First Name] [MI] [Last Namel],
Thank youfor choosing to save with The Education Plan.

We recently processed your payroll direct depositrequest. To initiate these changes with youremployer, you
must do the following:

1. Complete Step 1 of the enclosed Payroll Direct Deposit Form with your signature, SSN, and the
date.

2. Give the completed form to your employer’s payroll contact.
By taking these steps. you can help ensure that yourfuture contributions go to workfor you as soon as
possible. Please note that in some instances your employer's payroll office may require one complete pay
periodto implementyour payroll direct depositinstructions. Consequently, you may experience one pay period
without a payroll direct depositforyour account.

If you have any questions, please visit our website at theeducationplan.com or call a Client Service
Representative at 1.877.337.5268 Monday through Friday from 8:00 a.m. to 7:00 p.m. MT.

Sincerely,

The Education Plan
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Example of The Education Plan Payroll Direct Deposit Form:

Step 1. Employee Instructions
Please sign this page, include your Social Security number and the date, and submit it to your

employer's payroll office. Your employer will initiate or change your payroll direct deposit afterthey
receive this form.

Employee Name:

Total amount to be deposited per pay period: 82.00

Employee Signature Employee SSN Date

Step 2. Employer Instructions: Establish Payroll Direct Deposit Instructions on Your Payroll
System

For Employers Transmitting Funds by ACH:

Provide the following information with your transmittal. When completing an ACH electronic transfer,
the transmittal must be coded for checking.

ABA Number Account Number

011001234 580123456789

Note: The account number is a 12-digit field. The first 3 digits identify the bank account of The
Education Plan. The last 9 digits are the first nine digits of the employee’s account number in The
Education Plan.

If you have any questions, please visit theeducationplan.com or call a Client Service
Representative at 1.877.337.5268, Monday through Friday from 8:00 a.m. to 7:00 p.m. MT.
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