On-Demand Reporting —
Questions and Answers Guide

o INGm

Your future, Made




ON-DEMAND REPORTING—QUESTIONS AND ANSWERS GUIDE USER GUIDE

Table of Contents

What is On-Demand Reporting?

How to get in
Browser Requirements
Dashboard Reports
What are dashboard reports?
Running, Modifying and Saving Standard Reports
What are standard reports?
How do | run a standard report?
How do | modify a standard report?
Dragging a report element.
How do | save a modified report?
Creating a New Report
What is a Universe?
How do | create a custom report?

Some of the objects have symbols attached to them. What do these symbols mean?

What is a query?

How can | modify a query?

Can | filter my query to limit the amount of data it returns?

To Add a Quick Filter

What is a prompt?

Can I schedule a report to run automatically?
Formatting a Report

Can I change the report title or description?

How do | format a report?

Can I perform any calculations in my report?

How can | delete a column?

What if | want to add the column back?
Creating Charts and Graphs

How do | create a chart?

Can | modify my chart?

Saving a Query and Exporting Reports

How do | save my report?

How do | send or export reports?

I tried to export a report using PDF and it did not work. What is the problem?

Troubleshooting

CQoOooo~NN~NOoTOoPNdND DN




ON-DEMAND REPORTING—QUESTIONS AND ANSWERS GUIDE USER GUIDE

What is On-Demand Reporting?

ING's On-Demand Reporting is an easy-to-use, state-of-the art reporting tool to help you better monitor
and manage your plan. With online report-generation capabilities, you may view or download
specific information about your plan with just a few clicks of the mouse and it allows you to build
robust custom reports with ease through "drag and drop" capabilities. ING On-Demand Reporting is
your single source for summaries of operational metrics and historical trend analysis to help you
analyze your plan’s data.

How to get in

Browser Requirements

e Internet Explorer 5.5 or higher. The most current version is available for free download at:
http:/iwww.microsoft.com/windows/ie/download/default.asp

e Netscape 7.0 or higher. You can download the most current version for free at:
http://www.netscape.com

e Netscape 7.2 or higher for MAC users

Access the web site using a compatible Internet browser. Follow the steps below:

1. Inthe Address field of your browser, type the TPA access URL:
http://iwww.ingretirementplans.com/tpa

= : . N . E —
I NG E_'-_'-a i Home INgret ’EIﬂEI'\ElaI"E.CCITI Ing.com/us Contact Us

Welcome to the ING TPA Support Site First Time? TPA Log In
Welcome to the ING TPA Support Site! The First time accessing the LLCI_IE%';'
goal of this website is to deliver effective TPA Support Site? Click

communications to TPAs while strengthening  below to register,
our relationships. Waorking together, we can New User Registration
become partners in success.

Terms of Use/Online Privacy
© 2009 ING North America Insurance Corporation. All rights reserved. Please review ING's Privacy Promise.
Information provided by ING Financial Advisers, LLC - Member SIPC.

2. Enter your pre-assigned User Name and password in the appropriate fields.
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ingretirementplans.com | ing.com/us | Contact Us

. . TPA Log In
0 .

Need Immediate

Assistance?

User Name If you have forgotten
your password, you

I must call the IT

Password Solution Center at

1-888-792-8476 to

have it reset to a

Please enter your username and password.

temporary password.
We recommend you
change your password
every 30 days.
Terms of Use/Cnline Privacy
© 2009 ING Morth America Insurance Corporation. All rights reserved. Flease review ING's Privacy Promise.

Information provided by ING Financial Advisers, LLC - Member SIFC.

3. Click Enter. You will see the Welcome screen when your credentials have been accepted.
4. Select My Workspace from the left-hand menu.

ING

& 3

B My wmksnag@ Quick Links
H News & Links fi

Home | ingretirementplans.com | ing.com/us | Contact Us

. Welcome...
B Reference Library

Online Compensation Statements - Registration Required

ING Online Compensation allows you easy, secure access to your * Update Persona
compensation information at your convenience. It is imperative Information
that you register prior to March 31, 2009 as paper statements will
no longer be mailed. For more information, please click here,

B Directory

Notes From our Plan
Admin Group

® Important Dates

5. This opens the Workspace page. This is the main Plan maintenance screen where you can
access many different features, including Reporting.
Click the TPA Reporting link on the right side of the page to open the application.
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tpa home =>

Plan Listing

View a list of your plans as well as their month
end cash values. You can also see a list of
participants within the plan aleng with their Social
Security Numbers.

Forms Central

All of the forms you'll need to download and warlke
with - right at vour fingertips, as well as access to
the Distribution Utility.

Distribution Packages

You can download recently requested distribution
packages for your Partially Unbundled plans with
ING. If you would like to have your plans set up
with this option, please contact your Regional
Manager.

Review TPA Information

Review the contact information we have on file at
a Firm Level, including address, phone numbers
and contacts.

: J My Workspace
A~ -/‘ 4 =

Home

ingretirementplans.com

ing.com/us | Site Map

Contact Us

TPA Download Home

Access our TPA Download to obtain reports which
can be imported into your chosen Administrative
System.

Statement Feed

Import vesting information to appear on
Farticipant statements for vour unbundled plans.
This also includes the ability to import Cutside
Azzets such as Defined Benefit, Self-Directed
Brokerage Account, and Life Insurance, plus
more.

ING Access

If you service an unallocated ING contract - and
have received prior authorization from the plan
sponsor to execute fund transfers on behalf of the
plan - you may do so through this link.

Plan Balances (Prior-Day)

View a list of all vour plans as well as their prior-
day cash values. You can also zee a list of
participants within the plan and view their prior-
day caszh values.

My Work Items

Manage your loan requests for the ING Loan
Programs through an easy to use list. You can
model loans, print loan paperwork, and reprint
amortization schedules. You can also review
pending loan requests and initiate loan
transactions.

TPA Repm‘?@|

Access all of'the TPA Reports like Flan &dmin
Report, 3300 Packages and other Flan &
Farticipant reports here.

Mainframe Access

This feature allows you to access ING's two
mainframe systems. Connecting to the
mainframe (ACES or OMNI) will allow quick
research of plan contributions, withdrawals, and
adjustments at your convenience.

6. Select On-Demand Reporting at the bottom of the screen, then a plan from the right column.
Click Submit to open the On-Demand Reporting function for that plan in a new window.

' . y! TPA Reports
s ST

Home | ingretirernentplans.com | ing.com/us | Site Map | Contact Us

my workspace == tpa reports

Yiew Reports Status

Select a Report :

Report Description

5500 Packages
Access/Activity Report
Auto Enroll Report
Benchrnark Wizard

Deemed/Offset Loans Report

Delinquent Loans Report

Highest Balance Report (ING Loan Pragram)
Investrent Usage Report

Deemed/Default Report (ING Loan Program - Payroll Deduct)

Select a Plan : l:l

FI7A4L7 TRE OF CONTIMEMTAL WETRM TRMSPRTM CO 401K PSP A
F7T419 TRE OF TELFER OIL COMPANY 401K PSP ]
877060 KURT ORBAN PARTHMERS LLC 401(K) PLAN

77369 PALO ALTO GLASS, INC. 401{K) PROFIT SHARING PLM

§77721 AMAHEIM FULLERTON TOWING 401(K) PLAN

G77791 VOUR FUTURE ADVANTAGE PROFIT SHARING 401k PLAN

877796 CALIFORNIA HYDROMICS CORPORATION 401K PS5 PLAN o

Loan Armortization Schedule

Loan Audit Report {OMMNI)

Loan Summary Report (ING Loan Program)

Loans Past Maturity Date Report

Missed First Loan Payrnent Report B
Participant Address Report

Payroll Feedback Report

Perfarmance Repart )

On-Demand Reporting is your source for plan activity
summaries and historical trend analysis {standard and
customizable), for plans utilizing our enhanced TPA
Service Model.

ON-DEMAND REPORTING >

You will be brought to the Dashboard report landing page.
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Dashboard Reports

What are dashboard reports?

Dashboard reports are pre-existing reports designed to provide plan-level information for
common/typical plan sponsor needs.

Sample dashboard report: @S| 0« [T/ 14[VainRepor o] & || # 4 [t =] @
(Click arrow above to see next page)
Plan Assets
(excluding loan fund)
As of March 6,YYYY
The Demonstration Client
Demonstration Plan 1 Savings Plan

Fund 10 $131,529,050.90
Fund 20 §78,499.317 45
Fund 30 3147,062,087 .62
Fund 50 $13,473,488.55
Fund 60 $11,491,395.03
Fund 65 $15,195,898.08
Fund 70 $9.688,134.49
Fund 75 $8,555,878.61
Brokerage 521,850 666.08
TARGET RETIREMENT INCOME FUND $615,765.59
TARGET RETIREMENT 2010 FUND 51,013,420.15
TARGET RETIREMENT 2015 FUND $3,692,627.84
TARGET RETIREMENT 2020 FUND $2,715,448 .43
TARGET RETIREMENT 2025 FUND $2.730,675.52
TARGET RETIREMEMT 2030 FUND $1,817,321.53
TARGET RETIREMENT 2035 FUND $1,096,176 44
TARGET RETIREMENT 2050 FUND $135,289.37

Plan Total: $452,013,362.26
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To access all available dashboard reports, select the dashboard folder and click on the report title to

view the report.

ING 4

[ vew - & B & ¢
L2 Folders I || Dastiboards. M-
|E chEmE X E! Organize » | 2 |Fiter: Al Types -
® My Folders AllC O & |Title » Type
= CEPublic Falders [0 FH + PlanAssets by nvestments Single Dashboard

= 2 Standard Repors Froperties

[ZBalances
[ Count

[C3 Dashhoards
3 Data
[HLoans
[ Plan Filter
A TPA Code Filter
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Running, Modifying and Saving Standard Reports

What are standard reports?

Standard reports are pre-existing reports designed to provide reports for common/typical plan
administration needs. Standard reports are categorized according to business need; Balances reports
focus on participant balances, Counts will return counts of various data parameters, Data focuses on
participants with missing data fields, while Loans focuses on participant loan information.

Reports are stored in a folder tree structure that can be navigated by clicking the “+” icon to open
and the “-*“ icon to close.

Click on the + next to Standard Reports. This will expand the view and show you the sub-folders of: Balances /
Count / Dashboards / Data / Loans. If you run areport from one of these folders, it will contain data for all of
your EASE plans.

o If you wish to run your report results by Plan, expand the folder marked Plan Filter and select a sub folder and
report. It will prompt you to select the plan(s) you would like to report on.

¢ If you have access to multiple TPA codes and wish to run your report results by TPA code, select the sub folder
marked TPA Code Filter and it will prompt you to select the code(s) you would like to report on.

These reports are based on most conventional reporting needs and should save the trouble of
creating new reports. Creating new reports is covered in the following section.

| 1 Folders
EeB=z&E X
[ My Folders
g 3 Puhblic Folders
= 3 Standard Reports
[Z Balances
d Count
|2 Dashboards
_dData
[JLoans
= L Plan Filter
[JBalances
[ Count
[T Data
[ Loans
B LA TPA Code Filter
[JBalances
JCount
[ dData
[ Loans

How do | run a standard report?

Click the “+” icon to expand the folder that contains the report you want to run, then click on the
report title.




Sample stand

ING |

ard report:

n)
)

EDNerS

On-Demand Reporting — Running, Modifying and Saving Standard Reports

B &«
3 Folders Balances FOR

EEREE X
[ My Folders
= @ Fublic Folders
B [ Standard Reparts
3 Balances
[C3 Count
[ Dashboards
[ Data
[ Loans

= orosnize - | 24 |Fiter Al Types -

T s
Oal +

O& «

oA a

Title »
Balance Between X and '

Wiew Latest Instance | History | Schedule | Modify | Properies
List of participants with halances (excluding Loan amount) between a minimum and maximum amount

Balance Greaterthan or Equal to X
History | Schedule | Modify | Properties

List of participants with balances {excluding Loan amount) Greater than or Equal to an amount

Aslanra | pecthan nr Fral tn W

How do | modify a standard report?

Before you can modify a standard report, you must save it to the Shared Client Reports folder. Then
you can open the report and modify it to your requirements.
Click Modify from the selections under the report name to open the report modification screen.

Weh Intelligence Document

Weh Intelligence Document

Wish Intellinenre Dneiment

You may be presented with a prompt, if the report query requires user input prior to running.

Enter the amounts, if necessary, and click Run Query.
The Query Modification interface screen will appear along with the report results in the main window
to visually show how your changes will affect the report format.
Element icons can be dragged and dropped from the left-hand menu onto the results screen. Click
and hold an element and drag it onto the report workspace to the right. Watch for the “+” icon to

appear when it is acceptable to drop an element.

Balance Between X and Y

nto your report

=l Table Elements
§ | Horizontal Table
1 Vertical Table
g Crosstab
B=jForm
& Chart Elements
Eig Line Charts
[ZIfM Area Charts
= &9 Pie Charis
[#+ Radar Charts
=) Celle

[] Blank Cell
[ Dril Fiters:

=] Report Elements to Orag and Drop

=[] Formula and Text Cells

[ Last Refresh Date
[] Document Name
@[]} Page Number Cels

Balances between $1and $100

# O X
3 Document = View » inzert - | 34 Find | © Undo (@ Redo |Zoom[100% |+ '1 4 Refresh Data
- WA - #
Remove - | F Fiter [Sort ]| % sert » Duplicats = | /N Alerte
& \
[ chart and Table Types - =
B Insert | (5 Turn fo
These elements are available to drop

60997K - DEMO PLAN - NJKCH

222553333

oo

BUNKER

B P —— Current value

ARCHIE 547.90

Total Value: 547.90

I
\lsl Bar Charts




Dragging areport element.
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Click on the drop-down menu below the formula toolbar to select a different view or set of objects to
drop into your report.

] | Chart and Table Types

Bl |

Document Summary

The:

Data Summary

into

=]

|T Chart and Table Types {hJ

Available Objectz

Document Structure and Fiters
MNavigation Map

User Prampt Input

Find

=Tl ©ar LITErt=
|l =rtical Grouped
E- Horizental Grouped
|1s] Vertical Stacked
E- Horizontal Stacked
En!i Vertical Percent
%2 Herizontal Percent
4l 30 Bar
lfii Vertical Bar & Line
E Horizontal Bar & Line

How do | save a modified report?

Once you have completed your changes, click the Document tab in the top-left of the modification
interface and highlight the selection Save to my computer as. This opens a second list of format options.

}j Ducumsnﬂv View « Insert = | 38 Find

Cloze

Zave as

Save to my computer az ¥ Excel 4.h_n
b
Properties POF
M T ATy TeoR Ty Pes cay

CSV (with optiong}..

You will then be prompted with the choice of either saving to a location of your choice or opening it.
if it is a PDF or Excel file will determine if either Adobe Acrobat or Microsoft Excel.

File Download

Do you want to open or save this file?

]

Mame: Patticipant_Balance_by_Source_-_Plan_Filker,xls
Type: Microsoft Excel Worksheet, 29.5 KB

From: reporting.accp.ingplans.com

]

Open ] [ Save ] [ Cancel

“while files from the Intermet can be ugeful, some files can potentially
harm your computer. [f you do not trust the source, do not open or
save this file, What's the righ?

Depending on




On-Demand Reporting

Creating a New Report

What is a Universe?

A Universe is the name given to logical groups of data that contain the information you need for a
report. Here are examples of a Universe:

Participant Universe-Used to run ad-hoc queries on participant-level data. Updated on a monthly
basis including demographics, balances, loan and beneficiary information.

Participant Daily—Participant-level data updated on a daily basis including demographics, balances,
loan and, beneficiary information (if data is available).

Client and Plan Summaries Universe (Historical)-Used to run ad-hoc queries on client- and plan-level
trending data.

How do | create a custom report?
1. Choose New/Web Intelligence Document (WEBI).

D PlEny
ik ‘E Wieh Irteligence Document

Cal |FH Single Dashboard {bj D

F [ Folder
= [ Public Folders ”

2. Then choose the Universe Title you want.

L

-

i || New Web Intelligence Document

0 Universe Folder

&l Clientand Flan Summari@ [EWR-Universes/summaries
eﬂ Paricipant [EWR-Universes/Faricipant
g}j Participant Daily EWR-Universes/FParicipant

10
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There may be an explanation of what a particular object is at the bottom of the list of objects.

B
@ Add & Query gST_ Wiy SEL El Guery Properties ﬁ Fun Guuery E?J Cancel
Universe Result Objects
Dizplay by ohject -
Ispiay Ry Dhjecls & 71 Participan... 71 Attained A | 71 Participar El

ﬂ!

1 Participant Last Name ;I

71 Participant Marme
1 Location J
71 Date Of Birth

T Participant Status P | »
71 Gender _I _I

71 Age Group (3 years) Query Filters

T Age Group (10 years) - ¥
1| | »
=l
=l

#
)l

X
{PHIS0} Attained Aoe - Age is
expreszed in years and months and

@ Query 1

From the folders that are displayed, highlight the Objects that represent the data you want to
include and add them to your report. Click the “+” icon to expand the folder to view all
available objects. Select the objects that represent the data you want to include, and add
them to your report by moving them to the Result Objects box. There are three ways to do this:
e Left-click on the object and drag it

e Click on the object then click on the right arrow button

e Double-click the object

Query parameters can also be set at this point by dragging the object into the Query Filters
box or highlight and click the right arrow button next to the Query Filters box. You may want to
view your results first before defining filters. Please see page 14 for more information on filters.
To run your query, select the Run Query button on the top right corner of the Query Building

page.

Nao object selected

11
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rz] Add a Guery ?3[ view saL | BF Query Properties

Universe

Display by objects - |

1 Parficipant Last Name
71 Participant Name

71 Locstion

71 Date Of Birth

71 Participant Status

71 Gender

1

71 Age Group (5 years)

71 Age Group (10 years) >|| |
| B |

o

| L

: LS
3 Run Query [ cancel
Result Objects
» | | € |
71 Participan... 1 Aftained A... I 1 Participar | J
« | | ')..I
Lx.)
. | =l
Query Filters
» | L]
| € i | W
.
l- 1
No abject selected

7. To save your report results, you may click
on Document and select Save to my
computer as. Select a format to save
the results.

Ex| Ducumeﬂv View « Insert » | Find

Close
Save az
Save to my computsr az P Excel .,ﬂ'rn
i PDF k=
Properties
™ | LTTETT BT THOE Ty s CQV

CSV (with opliong)...

Some of the objects have symbols attached to them. What do these symbols mean?

The dimension symbol 7 indicates items you would group data with, such as Fund ID, Participant

Status or Attained Age.

The measure symbol # indicates numerical data that is the result of calculations, such as Before Tax

Deferral $ Current or Transfers In.

What is a query?

A query is a procedure that enables you to search for only the information you need to see according
to specific criteria you apply. Once a query is created, it may be saved to a folder that you have write

access to and can be run at any time.

How can | modify a query?

1. Click the Edit Query button; add a new object to or remove an object from the query, then

select Run Query.

12
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7| [ vew + & & g

) Documert » view - Insert -+ | (2] | 33 Find | (e Undo 0 | 100% - | 0

() Edit Query | 5 Retresh Data | ()

= SR [ &-lA O -

( Fiter | sort 53 33 Break ns - | Insert ~ | B Duplicate -

By x|

& Available Objects - iz
= [g5] Available Ohjects Demonstration Client

7 Attained Age

71 Date O1 Birth
= Location | Participant Status [Date Of Birth Attained Age Current Value
a0

& EaHichsit d 17741929 76 6,121.25 Ll
71 Participant Last Matme
1 Petticipant Status 04 881929 76 0
Bl k1l 122411925 an i
@ Current Value
- il AE Q. il
| New Document i EOD B X
@ Acld 3 Guery S& Wiewn SQL @ Guery Propetties S Run Guery Cancel
Universe Result Objects
Dizplay by okjects - I
b e T TestssM || T Participan.. || ) Participan.. || & Current va.. E\
O SITEres ONs Ot ;I \:\
Shares Units Forfeited
Shares Units Purchased D

]

]

& Shares Units Receipted

& Shares Unitz Sold

& Termination Disbursements
]

]

]

]

Tranzfers In
Transfers Out Query Filters
Uninvested Cash Current
Yested PCT Adusted
& Withdrawal Dishursemerts
f Participarts with a balance
T art Cur al - Tatal
“f Min Part Cur Wal - Total
O hbax Part Cur Val - by Fund
O Win Part Cur Yal - by Fund
O Wax Part Cur Yal - by Source
O Min Part Cur Wal - by Source
O Ma Part Cur val - by Fund/Source

| " Min Part Cur Yal - by Fund.l'SoiJrce i Mz Part Cur Wal - Total
4 4

@ & |pdate Fiter

Show participants thet have a total current value 2
less than the maximum amount you enter -

@ Query 1

A Max Part Cur Wal - Tatal

oaa

2. After you run the report, you can modify it by dragging an available object or other report
element over from the list of available objects.

13
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B0 ew - & o @
ala bl

@ Edit Query | ¥ RefreshData | ()

Arial i
O Fiter | Sort A3 23 |
4 v X [Peni) |

Avsilshle Objects - it
= (g Available Objects Demonstration Client
7 Aftained Aoge
1 Date Of Birth
b oo stion| Participant Status [Date OF Birth ittained Age ICurrent Value
3 Participant ld 30 1471829 T8 6,121 .25 |
1 Participant Last Name
1 Participant Status 04 8/8/1929 78 0
T Planld Ell 1212401 925 an 0
@ Currert Value
Variables 3 41811023 a2 i
Frasmutes 3 41901934 kil 0
00 41911934 71 0
04 611111628 76 i
31 91 6/1930 75 0
00 91511933 72 1,892.39
32 1212511834 hgl 3,804 2
=
4] i | e e _»l_l
I #| Balances & Counts - 70 1.2
| [ vew - & & 9

Bish

@ Edit Query | ¥ RefreshData | [}

%) Document + view - insert -+ | [ | 34 Find | (#) Undo (=) | 100% | W o4

( Fiter | Sort 83 53 | °Z Bresk | & Calculstions ~+ | Insert - | Bl Duplicate ~ |

B8 v X |

[ Avsilable Objects - A
= (@) Available Objects Demonstration Client

7 Attained Age

71 Date Of Birth
= Location | Participant Status Date Of Birth Attained Age Current Value
a0

1 Participant Il

1171929 76 6,121.25 Ll
71 Patticipant Last Mame

71 Participant Status 04 a/ai1929 76 0

I GemlE kil 122411925 80 0

@ Current Yalue

a1 AMF1977 a2 nl

Can | filter my query to limit the amount of data it returns?

1. Yes. Add the object you want to filter to the Query Filters box, click Filter, then select a filter
type from the drop-down menu. Type a value in the Value 1 text box or choose from a list of
values, then click OK. You can choose more than one value.

14
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Query Filters
pd
1 Plan Id In List:

1 Plan Id |

Less than or Equal to e
Between
Mot Between

Mot I List

1= Mull

Iz not Mull
Matches pattern

Different from pattern

Both
Except

F B

¥ Fitter

Im List

% " Prompt

<+ Update Fiter

Value 1: |

| | Yalues |

2. Type avalue in the Value 1 box or choose one from the Values list. Then click Update Filter.

alEhy
@ Add & Query : ;’“'JL Wiewy SGL i @ Guery Propetties S Run Guery Cancel
Universe Result Objects
Pl | 3 Clent ld | T Plan ld | L€
= ¢ Participart « EI
® (g Clent ListofMalucs D! [x]
=lega] Plan Ir
38| |
= Pl
Jee |« [000001.000003 =@
I N ST 000003
A5 foooooz —
2
0 | Jnooooa - IZI
@ (]
Pl EI
(=) Pl
2
| | 44
]
e
: Select the values you wart to retriese from the databsse and return to reports. |
s
@ \
- — " Prompt & Update Fiter | |
‘ Value 1: [520003 | [E values | ‘

3. You can also select an existing filter and add it to the Query Filters text box.

15
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mE ]

) add & Guery | S50 view 0L | B cuery Properties

¥4 Run Query Cancel

Universe

Display by objects - o

I <«
f Minimum Plan Balance = -

A" izximum Plan Balance
=] Plan Loans
@ Mazimum Loan Amt

Result Objects

]

@ Minimum Loan Amt
@ Loan Max Percent Of Ve
71 Loan Allovwed

71 Loan 401k Election Ower -
B R 23
1 I I _I—I L

Query Filters

o Mazimum Plan Balance

(7

Plan Balance leszs than the maximum
amount you enter

.3
=l
=l

el
ElB)

Mz<imum Plan Balance

3 ouery1

4. You can now run your query.

¥ Run Query [5]
I,

43

To Add a Quick Filter

1. If you want to add a quick filter, highlight the object you want and click the filter button.

Universe Result Objects
S avbicniEc = T Planld | @ Total Plan... (]
= 47 Client and Plan Summaries - &« i
[ (@) Cliert Information "y
[=)ig2] Phan Information
71 Plan Id
71 Plan Mame
71 Flan Status
& Plan Type Guery Filters
7 Location
I =1 Namain I _ILI IEI
4 »
- &« 3 Plan Id I List | ﬂ [+
@ =]
¥ Fitter
7 Planld | fin List ]
" Prompt ]
l @ Query 1

2. Choose the value you want from the list. Click OK.

16
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e

4 |000001..000009

0oaond

Select the values yvou want to retriewe from the database and return to reports.

| 024 \”'_")J' Cancel

3. Your filter definition is displayed.

Cliert Information
=)z Plan Information
1 Plan Id
1 Plan Mame
1 Plan Status
1 Plan Type
7 Location

1 Niomain

w
1| | »

Universe
Dizplay by objects =
=43 Client and Plan Summaries - &

>

al

Result Objects

1 Plan Id & Taotal Plan..

o]l

Query Filters

1 Plan Id In Lizt 000001 |

o
][]

{* Filer

LI C Promgt [

7 Plan Id | fin List

@ Query 1

[~

4. You are now ready to run your query.

What is a prompt?

A prompt lets you specify the information you want before you run a query. Add an object to the filter
box or choose from the drop down list, then click the Prompt button. Choose the options you want

and click OK. You can then run your query.
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On-Demand Reporting — Creating a New Report

Prompt Properties g

Prompt tesd: [Plan Id In List |

[+ Prompt with List of “alues [T Select only fram list
¥ Keep last values) selected 1

[T Set default valueis)

(7) More Information

Select prompt properties here to define how prompts appear when the guery is run or results are ;l R
refreshed.

-

| 034 || Cancel || Help | i

Can | schedule a report to run automatically?

1. Yes. Select the Schedule link and choose your schedule time frame. Select Schedule, Refresh,

then select Back. You can only schedule a report that is within folders that you have write
access to, such as the Shared Client Reports folder.

ING i |
L) vew ~ &

i Folders * || Balances
E = @ = l._:_; X @ Organize - )( |Fitter: Al Types -
[ My Folders Al D+ | Title «
E1 [ Public Folders 0 &1 + Balance BetwaenXandY
g [ Standard Reparts Wiew Latest Instance | Histdry | Schedule | jndify | Properties
CZBalances List of participants with bals Wy Loan amount) between a minin
I_] gt il 3j # Balance Greaterthan aor Equal to
8 Dashboards History | Schedule | Madify | Properties
C@Data List of paricipants with balances {excluding Loan amount) Greater than or E
i Loans =1 &0 »  Halanra | aecthan nr Frnal tn %
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2. Select the options you want; then click Schedule.

On-Demand Reporting — Creating a New Report

Balances and Counts of Parts 70 1/2 & Older

Instance title: |Balances and Counts of P

B When
Run object: |Manthly =l

Objectwill run every N months

ontny = [1 =] S

sanmime: [107] [ =] [an Hpeevery |

enaTime:  [12 =] : [00 =] [an =] [z 17 vvvy g;
= Format

Format: I"."."eh Intelligence vI

History e T e g
My Report
7 Show only instances owned by me
[ Filter Instances By Time
Pauze | Rezume | Delste Showy all instances - S
T [ |Instance Time « Title Parameters Format Status Reschedule
I fj BHTIYYYY1:43 PM hiy Rrepaort Web Intelligence Recurring Fescheduls
(] ﬂ BIBYYYY 3:20 PM hiy Report Web Intelligence Recurring Reschedule
- ﬂ B BYYYY 316 PM iy Report Web Intelligence Recurring Reschedule
[} ﬂ BMEBMNYYYY10:49 Ahd hly Report Web Intelligence Recurting Reschedule

3. You can select the History link to see a list of instances that have been run for this report. The
View Latest Instance link will show you the latest instance report.

r 21 + MyReport

T 31 # PlanDishursements

- _}j # Balances of Paricipants 70102 & Older Mever run

History | Schedule | Modify | Froperies
This repart shows the number and halances ofthose padicipants who are 70 1,2

HiE‘J%r‘:.fl Schedule | Modify | Propetties

Wiew Latest Instance | History | Schedule | Modify | Froperties

Mewvar run

BITEM™™Y 325 P
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On-Demand Reporting

Formatting a Report

Can | change the report title or description?

You can change the report title description for any report within a folder that you have access to,
such as the shared client reports folder. To do so, click the Properties link, make your changes in the

Save Document panel and click OK.

| ]j # Balances of Paticipants 70 152 & Clder MEver run

History | Schedule | Modify | Properties

r 2l + MyRepot Mever run
Histary | Schedule | Madify | Properties

™ a1 + FlanDishursements
YWiewy Latest Instance | Histary | Schedule | Madify | Properties

This repart shows the number and halances aofthose padicipants who are 70 172 and olde

B BN 325 P

How do | format a report?

You can only format a report for which you have write access. There are two ways to do this:
Procedure 1: Click on any cell, column or row you want to modify; then click on any of the formatting

options available on the toolbars located above the report.

It || Plan Disbursements
_)J Document = Wiew - Insert - I:_] Save ﬂﬁ Find

&1 Undo % Redo | Zoom .

(] @ Edit Query | 3 Refresh D

FTOEX

Aisl = - B r u %EE S - A - Thn - 3 -
2 Remove + | [ Fitter | Sort |%—l El =E Bresk | £ Calculstions - | [T]Y Insert - % Duplicate - & Alerters
‘31 }C.‘;( ' ){ |=[Currer|tVaIue] |
[ available Objects - jl
Remaove Add
=) (@8] Available Ohjects
71 Client hame Report Title
71 Termination Usage Co
@ Current Value
5] variakles i =
The Demonstration Client
Termination Usage|Current Value
1,214,006.59
1]
Sum: 1,214,006.59
Average; 1,214,006.599
s
o | ol |
=| Reporti
. ‘I | _’I | E| Repor |
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On-Demand Reporting — Formatting a Report

Procedure 2: You can also right-click your mouse to access formatting options.
1. Select Format, then choose what part of the report you want to modify.
2. To format multiple cells, columns, or rows, press the CTRL key while making your selections.

Set az zection
Insert 3
Format 3 Cell
| Date 0 m
(" Quick Fiter... Alltable cells
)
L) Turn table to.. Table .23
LR Swvap axis Section 0
121242 Break » Fepart 1]
416123 Sort » a
419534 Calculation 3 71 0
419734 Remove 3 71 ]
6111429 76 1]
911630 74 a
918/33 72 1,892.39
12125034 71 3,904.2 A
13
:

3. Select the tab that includes the options you want, choose the style; then OK.

Format Cells |

Humber

Defautt
Tuesday, September 21 Y'Y
September 21 YYYY

Sep 21 YYYY

Iy

&:45:30 P

845 PM

Sep 21 Y 34530 PM
21545 PM

Q2 Y'Y

8:45:30 P

Q2 NYYY 545030 PR

() Mare Information

Chooze text and cell format properties for the selected cellz here.

[8]39 | | Cancel | | Apply
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On-Demand Reporting — Formatting a Report

Can | perform any calculations in my report?

1. Yes. Click on any column or row you want to use for the calculation, then click on the
Calculations button in the toolbar above the report.

@l @
|| Plan Dishursements R e o e e b e R+ [ A
}j Document = “iew = Insert « | Save éﬁ Fincl £} Undo 1% Redo Zoomv -b M @ Edit Guery ‘_9 Re
Lrial v 9 vBIHEEE S .| A~ Thin T
}( Remove + | o Fiter | Sort lﬂ El :E Break || E  Calculaton Ll M¥ Inzert - % Duplicate - & Alerters
H Mavigation Map - i N
(=l 3 |Plan Dishursement=
"ﬁ-JJ g Feport]
Report Title b
The Demonstration Client
1,214,006.59
]
Surn: 1,214,006.589
Average: 1,214,006.59
2. Or, right-click on the column you want and choose from the list of calculations.
Balances between $5000 and $ 50000
Demonstration Plan 1 Savings Plan
mm Current Value
Cemo Demo? $24,699.00
SEL s Section Demo Demad §15,807.32
Inzert ¥ | Demo DemaT $6,279.36
Format * | Demo Demaod §A,360.77
" Gwick Fitter ... Sum Dermol 3 £9.431.08
Turn table to... N Court Dierno2 4 $34,880.23
SAEpERs Average Demo3s $7,793.25
Break ] i
e =L Win Demods $16,631.35
Sort L
g Demo4s §35,054 85
Call:ulﬂtiﬂr'jﬂ.rn L4 Percertage
oD Demofal F27.207.01
Remove b |
o Cemo Dermoss $22624 68
4| ] b
g Reporti Refresh Date: August 17 55y 20212 PM
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How can | delete a column?

On-Demand Reporting — Formatting a Report

Highlight the column, right-click, choose Remove, then choose Column.

[ Avaiable Objects =

Remaoye Al E

=) [gg) Available Chiects
1 Participant First Mame
1 Participant Last Mame
1 Participant Status
& Current Yalue
Warisbles

Demo Set az section g
Demo Cem In=ert » 0
Demo Dermn Farmat » 0
il DEM r cuick Fiter .. 0
Derma Dem Turn table to... a
Diemo Dem Swvap axis 0
Demo Dem Break 4 817.06
Dema Dem Sort 4 3,494 82
Demao Dem Calculation 4 0
Demo Dem Remove D Row 101,905 35
Dema Demal 0006 00 olumn 307,597 48
Demo Derno10007 3 Tahle 0

Participant First Ne[Participant Last NeParticipant Status |Current Value
Dem

Report Title

What if | want to add the column back?
Choose the object from the list of Available Objects and drop it in your report between the columns

(not in the column header).

[ 2vailable Ohjects

Remove A

= [gg] Available Ohjects

1 Participant Status
& Current Walue
&) Variables

1 Participant First Mame
m BFatticipant Last Mame

Report Title
Demo 00 553,880,173.85
Demo 04 191,492.62
Demo n 128,463.63
Demo 20 10,169,193.76
Demo 30 7.908,506.82
Demao Kl -34.58
Demo 32 f2,522,492.89
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Creating Charts and Graphs

On-Demand Reporting

How do | create a chart?

1. Create or choose a report, then run the query. Choose Chart and Table Types.

Hew Documenit

Arial

-9 | B r U

)j Documert - “igw - Inzert - H Save | 38

2 Remove - | Of Fitter | Sort @ Z] | =E Bres

# A X [=Participart Status)

[+ |Char‘t and Table Types . || Derno

The Data Summarsy

Document Summary

efriogs |7 Chart and Takle Types s

Finc

A available Objects

Mavigation Map
Uzer Promgt Ingput

N

Document Structure and Fitters

Demo

Demo

2. Determine the type of chart appropriate for the data in your report, then click and drag the
chart object over to your report.

[ cChart and Takle Types

In=sert Turn ta

your repant

=] Tahle Elements

2 |Farm
[=I Chart Elements

Cells

These elements are available to drop Into

=l Report Elements to Drag and Drop

B Horizontal Table
" Wettical Table
g Crozstab

[+|lal Bar Chart=z
[#l[xx Line Charta
[ trea Charts
@) Pie Charts

o5 Radar Charts

Cemo
Dermo
Demao
Demo
Dermao
Demo
Demao
Demo
Demo
Demao
Cemo
Dermao

Dermn

Cemol10004
Demo1 0006
Demal10010
Cemo10012
Demo10013
Demo10016
Demal0017
Cemo10018
Demo10019
Demaol1002
Cemol10020
Demo10021
Demo10022

24



ON-DEMAND REPORTING—QUESTIONS AND ANSWERS GUIDE USER GUIDE

Can | modify my chart?
1. Right-click on the chart, select Format, then select Chart.

Client Id f
Flan Id f
Participant
Status

m ro0000..
W AT 00000..
m A 00000.

Format 3 Chart
" Guick Fitter ... Feport

Turn chart ta...

Participant Coun

Swyap axis

Sort 3

P4 Remove Chart

2. Select from the tabs available and update the fields you want to adjust. Then click OK.

General | l l ]
Mame: |El|0|:k31 |
cith: inches Height: inches
Displary: W Shiov chart when empty [ &void duplicate rovwe sgorecation

[ Shiver chart title V¥ Shiovw legend |Rigm v|

¥ Shiovee 3 &xis lakbel
[T Shovw data values

[Chart borders: INDne vl ﬁ -

Background colar; g -

'} hdore Information

ou can modity chart format properties here.

Ok | | Cancel | | Apply




ON-DEMAND REPORTING—QUESTIONS AND ANSWERS GUIDE USER GUIDE

Saving a Query and Exporting Reports

How do | save my report?
1. Once you have created your report, select Document, then Save As.

=

bl afterTasFlectedBefarral S oo e e TR
2l Du:u:umerrt|v| Wiew = | 3 Find | 0 Unco (% Redo | Zoom [100% |« [1 | 5
Close - ;

savess After-Tax Deferral Electi

Save to mv\cd'mptmr az b I

Demonstration Plan 1 Savings Plan

After Tax Deferral % Elected Participant Count

0.00 TA7Y

d_| of

| % Report1 | Refresh Date: 31 8MY11:31:12 AR

2. Create areport title and, if you want, a description. Select Refresh on Open, select a folder
destination in which you have write access, such as Shared Client Reports, and click OK.

B& ¢

New Document 08
B General

Title: |Aﬁer—Tax Elected Deferral %

Report the plan count of the participsant
Afrer-Tax Elected Deferral %

Description:

Keywords:

Refresh oh open [CIpermanent Regional Formatting

B Location

B = rublic Folders
B =2 standard Reports

S palances
= count
[ pashhoards
Sipata

[ [ Loans

Plan Fitter

I T e e

4 | >

=

Categories

OK Il Cancel |




ON-DEMAND REPORTING—QUESTIONS AND ANSWERS GUIDE USER GUIDE

How do | send or export reports?

You can export report information to Excel, PDF, or CSV (Comma Separated Values in Excel).

1. From the Document menu, choose Save to my computer as, then choose the format you want

to use.

After-Tax Elected Deferral %
2l Documerﬂ|v| View » | 33 Find

Unclo Fedo | Zoom - il

Close .

Save a3

Save to my computer as Excel
POE
CEY h

CSY (with options)...

After-Tax Deferral Elected % Count

Demonstration Plan 1 Savings Plan

After Tax Deferral % Elected Participant Count

0.00 7477
1.00 189
2.00 203
3.00 258
4.00 86
5.00 132
6.00 a0
7.0 3g
5.00 g
9.00 a3

2. From the File Download screen, either:
e Click Open to export the file, or

e Click Save to automatically save the report to the location of your choice.

Here are some examples of various formats:

Excel

@_] File Edit Miew Insert Format Tools Data  RoboPDF  Window  Help
DNEHR SQAIVE ¥ BB T ML N RS T 1
@Snaglt &' | windaw - ﬁ Draw = ¢ | AutoShapes~ ™~ ™ [] O
BEBEE
Al w f
B E | F [ G [ H

1
2 | The Demonstration Client
| 4 | Balances between $5000 and $ 50000
5
| 6 | Demonstration Plan 1 Savings Plan
(o AT p——"
=N [ oo Demo Demol0010 $22,861.76
ﬂ r ula] Demao Demal00z §6,848.57
l f ula] Demao Demaol0021 $5538.55
| 12 | [ oo Demo Demol0022 $40,942.39
ﬁ f ula] Demao Demali04 $16,151.05
| 14 | [ oo Demo Demol0044 $49,14572
i f ula] Demao Demal00s $8.408.20

1B [ oo Demo Demoal0050 $28,217.06
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ON-DEMAND REPORTING—QUESTIONS AND ANSWERS GUIDE USER GUIDE

PDF
This is the more aesthetically pleasing format.

£2 Adobe Acrobat Professional - [Balance_Between_%_and_¥Y[1].pdf]

ﬁ File Edit “iew Document Tools Adwanced ‘Window Help =1
B T P e - =R . {0 i é e g
: \3‘3 ‘= “J W | Creste PDF .4 Review & Comment E] Secure I Sign k
e i Z2E & ™3 EM |z e
& Toseecttes - {@i & - | ] [ © =% - @ 0} D HowTes -
1 ! EE Er Options » x b
= a
‘E = Repartl =
E [T Balances between $5000 an The Demanstration Cliznt
ﬂ? Balances between $5000and § 50000
7y Demonstration Flan 1 Savinge Plan
¢ [t | Fretsms | st tme | curant vt |
'g 0 Deme Deme 52458300
'L%l 00 Demo Demod F1EE07.33
2 Demo Dema? $6379.3€
V [} Cemo Demos F53E0.TT
2 [} Demo Demoi3 F8431.08
4 00 Demo Demazd $38 58023
3 2 Demo Demois 779328
V oa Cemo Demode $I6631.3
o 2 DCemo Demods $35,554.85
% 2 DCemo Demos1 §27.207.01
= 00 Ceme Demess F22524.58
& ] Cemo Demos 1 $43552.5
oa Cemc DemosT 2825532
i e w oeme Demoss §23520.14
i 2 Cemc Demo72 ez
E 00 oeme DemaT §3237471 {ﬂ?
g oo Demo DemoTe §11,650.85
L= = 0 Cemo Demazs §13.208.58 =
| P oT Ezmxiiesin 4] 2
| | 1of100  p Pl © © U= H

CSv

As you can see, this version needs to be reformatted to make it more visually appealing.

@] File Edit jew Insert Formak  Tools Data  Rob
NEHR SGQ VE| %@ | tried to export a report using PDF and it
& snaglt (=1 | Window 'ﬁ oraw- |z | syl did not work. What is the problem?
ﬁ You may not have Adobe Acrobat Writer
A1 5 % Participant First Name available on your computer.
A ElN i e mm
1 |ParticipanFParticipant Participant Current “alue
2 |Demo Dernol K) 0
3 |Demo Dermo 0 24R99
4 |Demo Demo3 0 121047 .8
5 |Demo Dernod 0 15807 .32
G |Demn Derno5 ) 0
7 |Demo Demob ) 0
8 |Demo Dernod 32 BZ79.36
9 Demo Dernod 0 536077
10 [Demo Demod 31 0
11 [Dermo Derno10 4 0
12 [Dermo Dernotl K) 0
13 [Demo Demol2 4 0
14 [Demo Demol13 0 9431.08
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Troubleshooting
Questions or problems regarding On Demand Reporting should be directed to ING’s Support Team.
1. Click on the Contact Us link in the top navigation of the TPA web site.

Home | ingretirementplans.com | ing.com,/us | Ccrtact@

ING

My Workspace Quick Links
News & Links " ING Access for
. Welcome... Business Partners
Reference Library Ll Download
Directory Online Compensation Statements - Registration Required ® plan List
ING Online Compensation allows you easy, secure access to your * Update Personal
compensation information at your convenience. It is imperative Information

that you register prior to March 31, 2009 as paper statements will
no longer be mailed. For more information, please click here.

Motes From our Plan
Admin Group

" Important Dates

2. Complete the online form, providing as much information as possible, then click Submit. Our
Support staff will respond to you as quickly as possible.

ING 40
|

We want to hear from vou! In our efforts to make it easier for TPAs to do business with ING, we want to know what works
well and if there is anything that may male it work better. It is vour feedback that has gotten us to where we are today and
we want to make sure we continue in the right direction. Thanles!

First Name * Last Name *
E-mail * TPA Firm Name
Daytime Phone Contact me by
- I - ' Phone ' E-mai
Comments
=
[

SUBMIT >

Copyright © 2009 ING Institutional Plan Services

All rights reserved. No part of this work may be produced or used in any form or by any means without the express written
permission of the copyright owner.

All information in this document has been included for its instructional value. While every precaution has been taken with its
preparation, the copyright owner does not offer any warranties or representations, nor does it accept any liability with respect
to the information contained herein.
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