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It takes a few easy steps

Step 1

Sign into the Plan Sponsor Services website at

sunlife.ca/sponsor.

Step 2

On the Home page, select Request centre from

the top menu.

It's also available as a quick link.
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Quick links
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Request centre

Easily create, view, and track requests.

Visit Request centre 2
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Upload a contribution file

View submitted contributions

ionv Request centre Account
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Manage members

Select filter by the
contribution files you wish to view.

View contributions )
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Sponsor summaries

information, or view and update member
information and status.

Manage members )

Member details

tiles to Sun Life

Upload contribution file(s) &

Summary repor
member investment allocation by asset
classes, products, and funds.

View sponsor summaries ®

the member level.

View member details

Step 3

Click on the Create request button.

If your requests

D Member ID Category

Welcome, Sara

+ Create request

Created

We hope this new portal will make it easier for you to create and track your requests.

Target date ®

Status

Step 4
Choose one of the categories:

- Enrol (to submit enrolment information) or

+ Member updates (to make changes to your members
information)

+ Inquiry (to ask a question)

What can we help you with today?

S

Enrol Member update Inquiry
Ask any of your
questions here.

Enrol any of your new
members here.

Update member
information here.

Step 5
Fill in the information required by the system (number of
members, member ID, etc.)

F_1
Enrolment
Let's roll...

“How many members would you like to enroll?

Up to 99 members in a list

1 member in a form

Step 6
Upload or drop in your file.

Please provide the following:

“Total number of members (99 maximum)

*Attachment

YT o drop files

Digital list xlsx [17]

Attach 1 xlsx or xls of max 2 MB and 99 members with same Clent ID

Cancel Submit

Step7
Once the request is submitted, you'll see a confirmation
page with the request reference number.

v Success!

We aim to respond within 2 business days. The exact timing may vary, though, depending on each
request.

Confirmation number: 00001489

€ For tracking purposes, youlll see  new request ID on your Dashboard within 10 minutes

Where to next?

A e 6ack to Dashboard



https://www.sunnet.sunlife.com/signin/sponsor/e/home.wca?

How to use inquiries feature

Select the topic of your question

Inquiry
Ask away...

“What do you want to ask us about?

Contribution
Withdrawal
Payroll deduction
Audit

Life event
Enrolment
Termination
Billng,

Other

Fill in required information and upload or drop in your file, if
necessary.

Outbound messages

"Outbound messages” is a secure and efficient two-way
communication functionality that allows support teams
at Sun Life to communicate with you when we have a
question or want to send you a report. At the same time,
you can respond with a follow-up question or to request a
clarification.

Important: You'll get an email notification each time there
is a new message in the Request Center that requires your
attention. Make sure to log in the secure site and check your
dashboard.

Inquiry details

Urgent

Member ID

Member name

Subject

“Tell us more (required field)

Get your confirmation number.

v Success!

We aim to respond within 2 business days. The exact timing may vary, though, depending on each
request.

Confirmation number: 00002814

€ For tracking purposes, youll see a new request ID on your Dashboard within 10 minutes

Where to next?

Back to Dashboard

Once you've submitted an inquiry, you can click on the
Request ID on the dashboard. You'll be able to see your
conversation with the Operations team in a separate tab.

Overview of your requests

Request ID Member ID Category Created Target date © Status

GRS-91496 12345 Inquiry - Contribution June 10, 2024 June 15, 2024 Received

GRS-91495 12345 Inquiry - Contribution June 10, 2024 June. 15, 2024 Received
Messages

May 2, 2024 at 1127 am. ET
Hi there!

I mailed you an enrolment form last week for Sam. Could you please confirm that you've received
that form?

Thanks for your help!

Outbound messages from Sun Life will be easy to identify
on the dashboard (marked with the Sun Life logo beside
the message).
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