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1. Introduction

We, at Old Mutual Retirement Fund Administration aim to provide an efficient and cost
effective service to the Employer Administrators and the Members of the Scheme.

The eClaims functionality improves efficiency in the Benefit Payment process. 80% of the
electronic claim form is pre-populated, using data that was submitted via the Payroll
Web. This assists with reducing the number of unprocessed claims due to outstanding
information.

Advantages of the eClaim capability include:

= A simplified and secure claims process

= Added governance with regards to benefit submission - claims are initiated via the
Payroll Web and the claim form is co-completed by the member thereby managing
the risk of fraudulent claims.

= Greater efficiency during normal and potential bulk exits

= Reduced risk of information being entered incorrectly or incomplete, thereby
causing service delays.

= A Greener process that eliminates unnecessary paperwork.

1.1 OBJECTIVE OF THE USER GUIDE
The objective of this guide is to assist with the on-line submission of benefit claim forms.

The guide should be used in conjunction with the rules, policies and administration
manual of the Scheme.

1.2 DOCUMENT HISTORY

Version | Date updated Author Approved by
1.0 15 June 2011 Amanda Schmidt Take-on Team
1.1 25 August 2011 Amanda Schmidt Take-on Team
1.2 25 November 2011  Amanda Schmidt Take-on Team
1.3 27 March 2012 Amanda Schmidt Take-on Team
1.4 17 August 2012 Amanda Schmidt Take-on Team

1.3 SOFTWARE REQUIREMENT

Internet Explorer 7 or later. It is however advised that Internet Explorer 8 or later be
used for optimal performance.
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1.4 CONTACT DETAILS

Payroll Support Services

For Payroll Web, Member Web and eClaims Web queries

Shared Number 0860 466 466 (South Africa only)
+27 21 504 9438 (International)

Email address pss@oldmutual.com

Operating hours  Mon - Fri 08h00 -17h00

Old Mutual Retirement Fund Administration Service Centre
For General Member enquiries/scheme information
Telephone number Mosaic clients

0860 455 455 (South Africa only);

+27 21 503 1727 (International)

SuperFund clients

0860 20 30 40 (South Africa only);

+27 21 509 1006 (International)

Email address rfamembers@oldmutual.com

Operating hours  Mon - Fri 08h00 - 17h00

Self Service Support Centre

Online registration / password support

Telephone number 0860 60 6500 (South Africa only)
+27 21 503 1710 (International)

Email address help-secure@oldmutual.com
Operating hours  Mon - Fri 08h00 - 17h00
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2. eClaims process

2.1 PROCESS AND ACTIVITIES

The eClaims Servicer will be required to submit Withdrawal, Retiral and Death Claim
forms as well as supporting documentation via the web enabled eClaims application.

The current process remains unchanged for Disability Claims, i.e. paper claim forms
must be submitted to Old Mutual.

It is important to note that a claim will only be initiated when it is submitted with the
monthly data update process via the Payroll Web. This will trigger the claim process on
Old Mutual’s administration system. If a claim is submitted via eClaims prior to
submitting it via the Payroll Web, it will remain in a pending status with Old Mutual. The
claim will only be processed by Old Mutual once it has been submitted via the Payroll
Web.

The eClaims activities are:
= After the monthly data update has been authorised on the Payroll Web, create a
claim on the eClaims application
= Print the draft claim form
= Inform the member of his/her options in terms of the rules of the fund.
= The member must verify the detail already captured, complete all outstanding
detail and return the form to their HR department
= Capture the member’s benefit option and all other outstanding information on
eClaims
Load the required supporting documents
Save and submit the claim via the eClaims application
Print the completed form
A copy of the required claim documentation, signed by the member, must be kept
in the member's personnel file for audit purposes.
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2.2 ECLAIMS PROCESS SUMMARY

[ Process Model \

2. Select
1. Log on Fo Retirement 3. Se_lect 4. Disclaimer
Secure Services Scheme Eclaims

Administration

5. Search
Scheme & Bill
Group

6. View Reports

8. Select
Member

7. Member
Search

9. Create Claim
form

v

10. Save & Print
draft claim form

JE
11. Receive
confirmation of
Member's
Benefit options
Y
17. Print &
12. Select 13. Open draft 14. Comp_lete 15. Uplo_ad 16. S_ave & Obtain
Member ! outstanding Supporting Submit claim ,
claim form : N Member’s
information documents form .
signature
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3. Accessing the system

3.1 LOGIN

= Go to http://www.oldmutual.co.za

@OLD MUTUAL  PERSONAL BUSINESS CORPORATE Markets Media Careers About

Contact Tools Login
¢ Click on Login
Login
| Secure Services =] @
Register for 3 service
Registration Guide
About Secure Services
= On the Login screen, click on Login
&R OLD MUTUAL
LOGIN 9 June 2011 11:10:00 AM (GMT+2)
Usernumber or username: | Forgotten vour usernumber?
ID number:
Password: Forgotten vour password?
MNE: Your password is CaSe SeMsItIvE.
Terms and Conditions | Privacy Policy | Disclaimer | Directors

= Enter your Usernumber or Username received during registration, ID Number and

Password and click on Login
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3.2 SELECT THE APPLICABLE SERVICE

R OLD MUTUAL

11 July 2011 2:14:23 PM [GMT+2)

Home Lpply for a Service Changs Datails Helo Tarms & Conditions Contact Us

SECURE SERVICES | HOME

| YOUR LIST OF SELECTED SERVICES

Active @ew: Scheme Adm rust—atlz‘-‘f>

APPLY FOR ADDITIONAL SERVICES |

Please select your role. View all roles

+ CLIENT SERVICES
INTERMEDIARY

+ INTERMEDIARY SUPPDRT STAFF

+ OLD MUTUAL STAFF SERVICES

+ OTHER SERVICES

= Select Retirement Scheme Administration

3.3 SELECT THE APPLICABLE ROLE

Secure Services 2 Select an option ...

@ OLD MUTUAL HOME | CONTACT US

Corporate

10 Jun 2011 11h29 www.oldmutual.co.za)

Welcome to the Old Mutual Retirement Scheme Administration Secure Web Site.

Please select one of the following secure web sites to proceed:

+ Pavroll Processing

* eClaims

Your portal to retirement scheme information.

Toolkit

Disclaimer | Directors | Privacy Policy

= (Click on eClaims to submit online benefit claim forms.

&R OLD MUTUAL

Corporate
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4. eClaims application

4.1 TERMS AND CONDITIONS OF USE

SECURE SERVICES Home | Logoff

R oLD MUTUAL

Corporate

Disclaimer

eClaims | Terms and Conditions of Use
By submitting claims electronically the employer warrants that :

« Each member in respect of whom a claim is being submitted has been fully informed of his/her options in terms of the rules of the fund and has made a benefit election on the date indicated
* Acopy of the required documentation (as specified by Cld Mutual) signed by the member, will be kept in the member's personnel file for audit purposes

Disclaimer

Mo member, beneficiary or person enjoying rights in succession to any members or beneficiary has any claim againstthe fund in respect of any loss which may arise as a result of the reliance by the fund on any information or
communication conveyed to it by the emplover.

Accept.| | Decling |

= Read and accept the Terms and Conditions of Use.

= Should you Decline, you will be directed back to the Retirement Scheme
Administration Secure Web Site home page.

4.2 SEARCH FUNCTIONALITY

4.2.1 Search all members on the Scheme and Bill Group selected

R OLD MUTUAL

Corporate

Search

Search Criteria

Scherne |XYZ Retirement Fund

~ | Bill Group |57 - Bill Group 1 |V|
Member Search Criteria
Payroll Number  Prior Member No Surname First Name Date of Birth
Payroll Humber | | Prior Member No Surname First Name Date of Birth 3 | zearch | |ElReport |

Search Results

Dcreata < DOpen iﬂcance\ E}an ElDocumants

First Name Surname 1D Number WMember Number  Birth Dats Payroll Number  Prior Member Mo.  Member Status  Payroll Claim Status — Web Claim Status Claim Type Last Updatad

= Click on the dropdown arrow to select the scheme.

If you have access to a number of schemes (more than 15), you must search for
the scheme by typing in the scheme code or first few letters of the scheme name.
= Select the Bill Group.

» Please note that you will only have access to the Scheme and bill groups relevant to
your responsibilities as per the Web Security Access form.
= To display a complete list of all the active members and members whose claims
have not been finalised by Old Mutual on the selected bill group, click the Search
button next to the date of birth.
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£ oLD MUTUAL

Corporate

Search

Search Criteria

Scheme |XYZ Retirement Fund ~ | Bill Group |57 - Bil Group 1 v

HMember Search Criteria
Payroll Mumber  Prior Member No Surname First Name Date of Birth
Payroll Humber | | Prior Member No Surname First Name Date of Birth 3 |4 search | -ERepon |
Dcreais - BOpen L;_ICancsl @_‘Lan [;LDucumems
First Mame Surname 1D Number Member Number  Birth Date Fayroll Number  Prior Member 'rDH Claim Status  Web Claim Status Claim Type Last Updated
N How 6011065019085 51545506 06/11/1960 00012 78963 Claim in Progreas Submitted Death 05/08/2011 12:20
B Tweilight 7204185057081 51545518 16/04/1872 12000 74125 Active Member Submitted Withdrawal 30/08/2011 08:31
R Funny 7806085013081  B1545538 06/06/1978 T68TER 67778 Active Member
L Jumppy 8310115060084 51545548 1110/1883 4c4Ec4 8788 Active Member Draft Withdrawal 15/08/2012 09:36
R Trying 7512245096082 B1545558 24121875 6656 6656 Active Member

= Only members with the following Member Status will appear on this screen:
> Active - a member who has an active membership in the scheme
> Temporary absence - a member who is currently not contributing to
the scheme.
> Claim in Progress - a member whose claim is being processed.

= Members whose claims have been finalised by Old Mutual will not appear on the
search results screen.

4.2.2 Individual member search
There are a number of search criteria available, viz.

Payroll Number: The search will recognise information from the right hand side, i.e.
if you type in 100, it will search for all Payroll numbers ending in 100.

Prior Member Number: The search will recognise information from the right hand

side, i.e. if you type in 100, it will search for all Prior member numbers ending in
100.

Last Name: The search will recognise information from the left hand side. If you
type in Mar, it will search for all surnames starting with Mar.

First Name: The search will recognise information from the left hand side. If you
type in Chr, it will search for all first names starting with Chr.

Date of Birth: Type in the date of birth in the format: DD/MM/CCYY. If it is not in
this format, you will receive an error message, indicating the correct format.
Alternatively the date may be entered via the calendar.

3 oLD MUTUAL

Corporate

e ____________________________________________________________|

Search Criteria

Scheme  XYZ Retirement Fund ¥ | Bill Group |57 - Bil Group 1 hd
Member Search Criteria
Fayroll Number  Prier Member No Surname First Name Date of Birth
Payroll Number | | Prior Member No Fun First Name Date of Birth | ‘_{_S{;rch | =lReport |

= Complete one or more of the search criteria and click on the Search button.
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4.3 SEARCH RESULTS

4.3.1 Sorting

£ oLD MUTUAL

Corporate

Search

Search Criteria

Scheme | XYZ Retirement Fund | Bill Group | 57 - Bil Group 1 2
Member Search Criteria
Payroll Number  Prior Member No Surname First Name Date of Birth
Payroll Number | | Prior Mermber No Surname First Name Date of Birth A |2, search | = Report |

[Foreste = [lopen | [Ecancel | @pint | [Flbocuments

First Name Surname 1D Mumber Member Mumber  Birth Date Payroll Mumber ~ Prior Member Mo, Member Status ~ Payroll Claim Status  Web Claim Status Claim Type Last Updated
N Now ZL Sort Ascending 5508 06/11/1960 00012 78963 Claim in Progress Submitted Death 05/08/2011 12:20
B Twilight EL Sort Descending =518 18/0401872 12000 74125 Active Member Submitted Withdrawal 304062011 0821
R Funny Columns b 5538 08/08/1978 768768 87778 Active Member

L Jumppy = 5548 1171001983 4g4gcs 8788 Active Member Draft Withdrawal 154082012 09:35
R Trying 7512245096083 B1545558 24121975 6656 6656 Active Member

» Data can be sorted as per First Name, Last Name, etc. by clicking on the dropdown
arrow on the header row and selecting to sort by Ascending or Descending order.

4.3.2 Displaying results

€2 OLD MUTUAL
Corpos
Semich
Srarch { riteria
Soheme | XTZ Ratrement Fund ¥ Bl Group | 57 - Bl Groun 1 -
Hismiar Sesrch {rdpris
PagroiNumber Prio Memiber Mo Sumame Pl i T

D Hemch | ™ Repat

Tereate = [rlone [ e e | [Aoocuse

] 4
Frsl Hama Sumame 0 it ABemitar Piumca = Bath Cian Payrodl Fumzes  ProriBemier P, Wember Stadus  Payeoll Claem Stalus | Wb Clam Stabes  Colaim Typs Lasd Updabes
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T THAIBMEN  BieEETR i - b T Letyg Lpmte ke e MO | Sl
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* You can select which columns to be displayed by clicking on the dropdown arrow on
the header row and selecting Columns. Columns can be selected and deselected by
clicking on the column names.

= Double click on the Search tab below the Old Mutual Corporate logo to enlarge the
search screen. Double click again to return to the original screen size.
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4.3.3 Payroll Claim Status

£ oLD MUTUAL

Corporate

search Criteria

Scheme | XYZ Retirernent Fund ~ | Bill Group |57 - Bill Group 1 v
Member Search Criteria
Payroll Mumber  PriarMember Na Surname First Mame Date of Birth
Payroll Nurber | | Prior Member Mo Surname First Name Date of Birth [ (R search | [ Report |

Search Results
[Hereate ~ [lopen | [Ecancel | @prnt | Floocuments

First Marne Surname = 1D Murmber Wember Number  Birth Date Fayroll Number  Prior Member Mo, Member Stgfls  Payroll Claim Status
R Funny TS0B0ESIN3031  B1545538 0861975 TEETES 87775 Active Membe

YWeh Claim Status Claim Type Last Updated
Draft Withdrawal 20082012 10:21

L Aumppy 5310115060054 B154554B 111001983 454654 &783 Active Member
il Moy B011065019086 B1545508 06171960 o012 76963 Claim in Progress Submitted Death 05108/2011 12220
R Trying 7512245096083 B1:345538 24121975 BBSE 6636 Active Member
B Towilight 7204185057051 B1545518 18041972 12000 74125 Active Member Submitted Withdrawal 30M08/2011 0531

= The Payroll Claim Status indicates whether a claim has been submitted via the
Payroll Web and also what type of claim was submitted.

= If the claim has not been submitted via the Payroll Web, then this field will be
blank.

4.3.4 Web Claim Status

2 oLD MUTUAL
Corporate
Search

Search Criteria

Scheme (XYZ Retirement Fund > | Bill Group |57 - Bill Group 1 »
Member Search Criteria
Payroll Number  Priorhdember No Surname First Mame Date of Birth
Payroll Wurnber | |Prior Mernber Mo Surnarme First Marne Date of Birth [ | search | \ﬁRepDr’t |

Search Results

Dcreate < DOpen ucance\ f.ElPrlm E;LDocumarﬂs

Fitst Name Surnare « 1D Mumnber Wember Mumber  Bitth Date Payroll Mumber  Prior Member Mo, Member Status  Payroll Claim Statfs  Web Claim Status Claim Type Last Updated
R Funny TEOE0BS0N3081  B1545538 UB61976 TBETES 67778 active Member  Withdrawal Draft Withdraval 200872012 10:21

L Jdumppy 8310115060054 B1545548 11401983 454654 &783 Active Member
il Mo B011085019036 B1545508 0811960 00012 78963 Claim in Progress Submitted Death 05108/2011 12220
R Trying 7512245096053 B1545558 24121975 BB5E BE36 Active Member
B Turilightt 7204183057081 B13453518 160401972 12000 74125 Active Member Submitted Withdraweal 30M08/2011 083

= The Web Claim Status indicates whether a claim has been submitted via eClaims
and the status of such claim.

= Once work on the Web Claim form has started, the status will change to Draft.
= In the Draft status the user is able to

> Open the claim form again and continue to work on the form;
> Cancel the claim;

» Print the claim form;

> Upload supporting documentation

» When the Web Claim form has been submitted, the status will change to Submitted
= In the Submitted status, the user is able to

> Print the claim form;
> Upload supporting documentation
» Cancel the claim if there is no Payroll Claim Status for the member

. y
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4.4 SUBMITTING A CLAIM

Step 1 Create a new Web claim

£ oLD MUTUAL

Corporate

scorch |

Search Criteria

Scheme |XYZ Retirement Fund ~ | Bill Group |57 - Bil Group 1 v
Member Search Criteria
Fayroll Number  Prior Member Na Surname First Name Date of Birth
Payroll Humber | | Prior Member Mo funny First Name Date of Birth [ | search | = Report |

Search Results
| Fcreate ﬂ. [open | Ecancel | @print | Floosumerts

Death Claim C] 1D Mumber Member Number = Birth Date Payroll Mumber  Prior Member Mo, Member Status  Payroll Claim Status  Web Claim Status Claim Type Last Updated
withdrawal Claim 7306065013081  B154553B 08/081978 768768 87778 Active Member

Retirement Claim

= To submit a claim via eClaims, select the member, click on Create and select the
type of claim.

= If a claim was submitted via the Payroll Process, then only the relevant claim type
that was submitted via the Payroll Web will be highlighted.

= If no claim was submitted via the Payroll Process for a member, then all three claim
types are available for selection.

R oLb MUTUAL

Corporate

EEppTTere—eeses |

Fasubmt [dsave print | € cCose

XYZ Retirement Fund | Ms. R Funny | B154553B | 768788

Exic Detais 0O
Date of service termination: 31/08/2012 m \
Final contributi th: Josy.

inal contribution monf 31/08f2012 I} Offshore Services @|
Date member signed daim form: 15/08/2012 ()

Hember Personal Details  (2)|
Type of Withdrawal

Note:

Be aware of the Rules of your Fund, as the member may already be eligible for retirement benefits,
Select the involuntary retrenchment eption ONLY in the event of a benefit becoming payable due to job losses

Address Details @|

Type of Withdrawal: % Resignation

Pension Benefit Options @\
Voluntary Retrenchment

|

|

|

| Court Orders. @
|

| Provident Benefit Options ~ (2)|
|

Dismissal

&
I

¢ Involuntary Retrenchment
o Payment Details @
~

Abscondment | Add Documents |

Prior Claim | j

| Walidate
Is any prior claim in terms of Section 37D of the Pension Funds Act 0 Yes @ HNo

payable?

If Yes”, please complete and submit the Prior Claim form.

= The Exit Details section of the claim form will be displayed.

= All information that was submitted via the monthly data update process on the
Payroll Web will be pre-populated on the claim form.

= Click on the links to open the various sections of the claim form.

% indicates that the section has been completed.

» % indicates that there are outstanding information

] indicates that you haven't opened that particular section.
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Step 2 Print the claim form

The draft claim form must be printed and the member must complete all outstanding

information and supply supporting documentation.

£ OLD MUTUAL

Corparate

| Search | withdrawal Benefit Claim Form

Fasubmt [dsave et | € Ciose

Date of service termination: 31/08/2012 &=
Final contribution month: 31/08/2012 &
Date member signed claim form: 15/08/2012 ]

Type of Withdrawal

Note:

Be aware of the Rules of your Fund, as the member may already be eligible for retirement benefits.

Selectthe involuntary retrenchment option ONLY in the event of a benefit becoming payable due to job losses.

Type of Withdrawal: % Resignation
¢ Voluntary Retrenchment
¢ Involuntary Retrenchment
0 Disrissal
' Abscondment
Prior Claim
Is any prior claim in terms of Section 37D of the Pension Funds Act © Yes @& No
payable?

[f™Yes” please complete and submit the Prior Claim form.

= (Click on Print.

your HR department

Scheme Name | XYZ Retirement Fund

Verify details already captured by your Employer and complete/correct all cuistanding details and retum forms to

Member Name | Ms. R Funny

Member No 51545538

‘ Employes No. ‘ 768768

Title Ms. Sumame Funny

First Names R 1D Number 780B065013081
Other ID No/Passport Mo Country of Issue

Date of Birth 06/06/1978 Employes Number 768768

Income Tax Number

Where can Old Mutual contact you after leaving the company?

Contact telephone number

|Com.acl cellphone number

Contact Email Address

Unit Number

Complex

Street Number

Street/ Farm Name

‘Suburb / District

City

Postal Code

Address Line 1

D Use Residential Address as the Postal Address

Address Line 2

Address Line 3

Address Line 4

Postal Code

170812012

Pags fof 5

* You have the option to open or save the docume

nt.

= The form will open as a .pdf document which you can print and save.
= Request the member to verify the detail and complete all outstanding detail.

Note: The claim form will automatically save when the print button is clicked.
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Step 3 Save the claim form

The user can at any stage save the claim form and continue to work on it at a later
stage.

R oLD MUTUAL
Corporate
e | withdrawalseneheciam orrs |
Bocumit [dsave et | €)ciose XvZ Retirement Fund | Me A Funny | 81248838 | 788788 |
Ext Detait
Date of service termination: 131/08/2012 =] L ExiDetals (3)]
L e
Final contribution month: ‘ 31/08/2012 |E‘ Offshore Services @‘
Date member signed clim form: ‘151’D8f2[|12 |E‘
lember Personal Detais  (2)|
Type of Withdrawal
Note: Address Delails @
Be aware of the Rules of your Fund, as the member may already be eligible for retirement benefits,
Select the involuntary retrenchment option ONLY in the event of a benefit becoming payable due to job losses. - @‘

l Close Confirmation I

|
|
|
|
| pension Benstit Options ()|
|
|
|
|

Type of Withdrawal: (& Resig
<P All changes will automatically be saved.
) Volun \‘/ Do you want to continue?
Provident Bensfit Options ()|
O Invol ves [ No |
O DEmsal | Payment Delails @
> Abscondment . ‘
Prior Claim
Valdate |
Is any prior claim in terms of Section 370 of the Pension Funds Act ' Yes * No
payable?

If¥es” please complete and submit the Pricr Claim form

= (Click on Save.

= If you want to close the claim form, click on Close. All changes will automatically be
saved.

= (Click on Yes to continue.
= You will be taken back to the search result screen.

£ oLD MUTUAL

Corparate

Search

Search Criteria

Scheme  XYZ Retirement Fund ~ | Bill Group 57 - Bil Group 1 v
Member Search Criteria
Fayrall Nurmber  Prior hMember Mo Surarme First Mame Date of Birth
Payroll Murnber | |Prior Merber Mo funry First Mame Date of Birth 0| | R search | |SRepart |

Search Results
[Foreste = [lopen | [Ecancel | @pint | Ploocuments

Jmber Member Mumber = Birth Date Payrall Mumber  Prior Member Mo, Member Status  Payroll Claim Status  Web Claim Status Claim Type Last Updated User Name User 1D no

165013081 B1545538 OBM06M97E TEETES B7TTE Active Member Dr&ﬂ Withelraneal 17108/2012 09:13:42 A S De Sani TE09205035053

= The member’'s Web Claim Status is now Draft.

* The User Name and ID number of the user who last updated the claim will be
displayed.
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Step 4 Capture all outstanding information received from the member

£ oLD MUTUAL

Corporate

Search Criteria

Scheme |%YZ Retirement Fund ~ | Bill Group |57 - Bil Group 1 v
Member Search Criteria
Payrall Murmber  PriorMember Mo Surname First Marme Date of Birth
Payroll Nurnbet | | Priot Mermber Mo furry First Marne Date of Birth [ | search | = Report |

Search Results

[Foreate ~ borjen | & cancel | ®@print | P posuments
First Marne urrare 1D Murfer Merbar Muriber « Birth Date Pavroll Murnber  Prior Member Mo, | Mermber Status  Payroll Claim Status e Claim Status Claim Type Last Updated

R Funry TEOB0ES013051 B1545538 OB/DGM97E TRETES BFT7E Active Member Draft Withdrawal 17082012 09:15

» Search and select the member and click on Open
= Proceed to capture all information on the claim form

A. Exit Details

R oLb MuTUAL

Corporate

e | wihdrawat enehe o rorm. |

Bosumt [save &mprint | @ciose XVZ Retirement Fund | Ms R Funny | 81545538 | 788768

Exit Details =
Date of service termination: 31/08/2012 |
Final contribution month: ‘DD_- MMy |@ | Offshore Services ®@| \
Date member signed clzim form: 15/08/2012 (|

| Member Personal Detaie — (2)|
Type of Withdrawal
Note: | Address Detalls @|
Be aware of the Rules of your Fund, as the member may already be eligible for retirement benefits
Selectthe inveluntary retrenchment option OMLY in the event of a benefit becoming payable due to job losses. ‘ e —— @|
Type of Withdrawal: & Resignation ‘ Pension Benefit Options: ®| ><-
' Voluntary Retrenchment -
| Provident Benefit Options  (2)|
¢ Involuntary Retrenchment
¢ Dismissal ‘ ficmeni Reisk @)
¢ Abscondment | Add Documents |
Prior Claim ‘ EE— | )
Is any prior claim in terms of Section 37D of the Pension Funds Act © Yes & Mo
payable?

If¥es” please complete and submitthe Frior Claim form

= Mandatory fields will be highlighted in red if it is not completed. There is also a @
sign next to the field. Hover the cursor over the sign to read the message.

Date of service termination defaults to the termination date submitted via the
Payroll Web. This date may be changed.

Once you have completed a section of the claim form, you can select the next
section by clicking on the links.
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B. Offshore Services

R OLD MUTUAL
Corporate
Sear | Withdravia enctie clses Forr |
53 Submit Hsave omerint | @ cis= XvZ Retirement Fund | Ms. R Funny | B1S4552B | 788788 |
Offshore Service
Was any period of service outside of RSA during membership to this & Yes € Mo (") | Exit Detaile 8|
Fund? If "Yes", complete the table below and submit proof of offshore
service:

<

L QOffshore Servicea J

Member Personal Detaila

Add Row Remove Row Confirm

Country Period from Period to |

(&
; —— hi r
Afghanistan [ | — is fild is required
Albaniz ——————— B ield is required

Algeria
American Samaa

| Address Details
|
|
Andarra |
|
|
|

)

Court Orders.

@

Pension Benefit Options

@

Provident Benefit Options.

@

Angolz

Anguilz

Antarctica

Antigua And Barbuda
Argentinz

Armenia

Aruba

Australia

Austria

Azerbaijan j

Payment Details

@

Add Documents. |

Validate |

= If the member has offshore service, click on Add Row to open the Country drop-
down list.

= Choose the relevant country and insert the period.
= C(Click on Save

C. Member Personal Details

R oLD MUTUAL
Carporate
e | wotdrawat enehc o ror. |
Fasumit [Jsave &Pt | @ cise XYZ Retrement Fund | Ms. R Funny | 51545538 | 788768 |
HMember Personal Detais
Title: Ms. | Exit Details ®
Surname:
Funny ‘ Offshore Services ® ‘
First Names: R
e o b w17 5 R L
ID Humber: 7806065013081 \ Address Detals @
Other ID No/Passport Ma: Other 1D No/Passport No ‘ Court Orders @‘
Country of Issue: Country of Issue o -
‘ Penzion Benefit Options @‘
Income Tax Number: Income Tax Mumber |@
Emplayee Hurmber: 768768 ‘ Provident Benefit Options @‘
Contact Details - Where can Old Mutual contact you after leaving the company? ‘ Payment Details @‘
Email Address: Email Address
| Add Documents |
Celiphone Mumber: ‘Ce\lphona Number |@
Home Telephone Number: [Home Telenhane Number @ ‘ Walidate |

= A check is done on the member’s ID Number and Income Tax Numbers. If the ID
number is not a valid RSA numbers or the Income Tax number is not a valid SA tax
number, then the fields will be highlighted in red and have a @& sign.
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D. Address Detail

R oLD MuTUAL
Corporate
==t | Withdeawalsench e rorr |
3 submit Hsave et | Qcise XVZ Retrement Fund | Ms. R Funny | 81545538 | 788762
s ot

Residential Address ‘ Exit Details. % |
Unit Number: Unit Number

‘ Offshore Services. ® |
Mame of Complesx: Mame of Complex
Straet Numbar: 15 | Member Personal Detais 9§ |
Street Ham/Farm Hame: "
Suburby District: -

/ Pinelnds ‘ Court Orders. @l

City/ Town: Cape Town
Postal Code: — ‘ Pension Benefit Options @l
¥ Use Residential Address as the Postal Address ‘ Provident Benefit Options ®|
Postal Address ‘ Payment Details ®|
Address Line 1z Address Line 1

‘ Add Documents |
Address Line 2: Address Line 2
Address Line 3: Address Line 3 ‘ Walidate |
Address Line 4: Address Line 4
Postal Code: Postal Code

» If you indicate that the Residential Address must be used as the Postal Address, the
Postal Address will be greyed out as there is no need to complete it.

E. Court Orders

R oLD MuTUAL
Corporate
==t | vithdeawatseach e vorrs |
53 Submit Hsave Pt | @ ciose XYZ Retirement Fund | Ms. R Funny | B154553B | 768768
Court orders
Are there any dvorce order(s) and/or maintenance @ Yes O Ne Exit Details 8\
court order(s) against the member's benefit?
Offshore Services x|

|
|
| MemberPersonaiDetaie 3
| Address Details v
Court Orders. %%
Pension Benefit Options. “‘
Provident Benefit Options ®‘

|
|
| Payment Details @ ‘
| Add Documents |
|

Vaiidats |

= If there are divorce or maintenance court orders again the member’s benefit, select
Yes.

= Certified copies of the relevant court orders must be submitted. This can be done
via the Add Documents link (see Step 6).

&R OLD MUTUAL
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F. Benefit Options

R oLD MuTUAL
Corporate
"l | withdrawal enetie caam rorr |
3 submit Hsave et | Qcise XVZ Retrement Fund | Ms. R Funny | 81545538 | 788762
pension Fund
Benefit Options — ‘ Exit Details *® |
Please select one: € Transfer full benefit to another approved fund
‘ Offshore Services. ® |
@ Part cash / Part transfer to another approved fund
¢ Full benefit in cash | Member PersonalDetais %
\ Address Delails |
Transfer Options
‘ Court Orders Vl
Plezse select one or mare: ™ Mew Employer Pension Fund @
™ MNew Employer Provident Fund anciEonai:Batne ®
[T Pension Preservation Fund ‘ Provident Benefit Options. ®|
™ Retirement Annuity Fund

‘ Payment Details @ |

| Cash Details ‘ Add Documents |

Plagse nota: Any cash amount requastad will ba raguead by any lax payails on it ‘

Valdate |
Cash amount: ‘Cash Aot |®
or L
Cash percentage: [Cash percentage @

« | Fund Details

Full name of approved fund: Full rarne of approved fund

Contact name: Contact name

» When completing values (rand amount), only enter the amount. The currency
symbol will not be accepted.

= When completing a Cash percentage, enter the percentage without the “%" sign.

G. Payment Details

£ oLD MuTUAL

Corporate
TS | withdrawal eneie caum rorrn |
Hosumt [dsave et | @cise XVZ Retrement Fund | Ms. RFunny | 815455238 | 788762

Indicate your preferred Method of Payment: @ Electronic Transfer € Chegue ‘ Exit Details. x|
Electronic Fund Transfer (Must be your own account) ‘ Offshore Services. % |
Name of Account Holder:

| Member Persanal Detais 3§ |
Name of Bank:
Name of Branch: ‘ Address Detale Vl
Account Number: ‘ o Vl
Bank Branch Code:

‘ Pension Beneft Options Vl
Type of Account:

Bank Account Country: & RSA Account € Man-RSA Account ‘ Frovident Sensft Options Vl
IBAN:

‘ Add Documents. |

| Valdate |

= This section must be completed if a part or full cash option was selected as a
benefit payment option.
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H. Add Documents

Copies of the required documentation must be submitted, e.g. a certified copy of
the member’s ID document.

£ oLD MuTUAL

Corporate

Search I Withdrawral Benefit Claim Form I Documents

ﬁ Close

ltem

Admission of liability and acknowledgement of debt
Original certified copy of RSA identity document or passport if member is not an RSA citizen
Copy of propo=al or application form for transfer to another Approved Pension and/or Provide...

Release from Liakity form (if payment by cheque is required)

Frior claim form (if applicable)

Others

XYZ Retirement Fund | Ms. R Funny | B154553B | 768768 |
List of Documents

COriginal Certified means that a Commissioner of Oaths, Justice of the Peace, Postmaster or Police Official, including the rank, name and ferce number, confimms the certification of a document

Form

0 Dgwnload
| € ownioas,|
| €D povwnload |
| € pownioad |
| € oownload |

| €D Downioad |

Uploaded Documents for: Admission of liability and acknowledgement of debt

VUpload | & remove

File Mame

Date Uploaded Document Type Document

= Documents applicable to the claim type will be listed.

= Standard forms
e The following standard forms are available to download

>

YV V V V

Admission of Liability and acknowledgement of debt

Release from Liability form (if payment by cheque is required)

Prior claim form

Details of dependants/beneficiaries form (applicable to Death claims)

Trustee  resolution for disbursement of death  benefit
dependants/beneficiaries (applicable to Death claims)

e To download a standard form, click on Download. You have the option to open or
save the document.
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= Upload a document

£ oLD MuTUAL

Corporate

ey | vt serar can o | vocuments |

Qciose XYZ Retirement Fund | Ms. R Funny | B1545538 | 768765 |

List of Documents

COriginal Certified means that a Commissioner of Oaths, Justice of the Peace, Postmaster or Police Official, including the rank, name and ferce number, confimms the certification of a document

Document List
ltem Form
Admission of liability and acknowledgement of debt |° Download ‘
Original certified copy of RSA identity document or passport if member is not an RSA citizen |Q Download |
Copy of propozal or application form for transfer te another Approved Pension andier Provide... |eDoWnload ‘
Release from Liabilty form (if payment by cheque is required) | oowinioac | eClaims - Document Upload Utility X
Prior claim form (if applicable) @ Downioad |
Others [FoT—— Document: | Browse... |
Document Type: B
Uploaded Documents for: Original certified copy of RSA identity document or passport if member is ng
| Uplcsnal || 8 Remoe Upload
File hdme Date Uploaded Document Type Doc

e To upload a document, select the type of document under the Document list and
then click on Upload.

e Browse for the document that must be uploaded in the location where you have
saved it. Select the Document Type from the dropdown list and click on Upload.

e The following document types can be uploaded:
» .pdf, .txt, .csv, .jpg, .gif, .bmp, .jpeg, .tif and .png.

= View updated documents

£ oLD MUTUAL

Corporate
ey | whran serets Cam err | ocements |
€ cioz= XYZ Retrement Fund | Ms. RFunny | B154553B | 768768 |

List of Documents

Criginal Certified means that a Commissioner of Oaths, Justice of the Peace, Postmaster or Police Official, including the rank, name and force number, cenfirms the certification of a document.

Iterm Form

Admission of liability and acknowledgement of debt ‘o Download |
Original certified copy of RSA identity document or passport if member is not an RSA citizen ‘ Download. |
Copy of proposal or applicatien ferm for transfer te another Approved Pension and/or Provide... ‘e Doswnload, |
Release from Liabilty form (if payment by chegue is required) | € Downioad |
Prior claim form (if applicable) | pownioad |
Others | €D Downioad |

Uploaded Documents for: Original certified copy of RSA identity document or passport if member is not an RSA dtizen

& Upload | 38 Remove

File Name Date Uploaded Document Type Document

) P 7:_Copy_of_ID.psf 17 August 2012 1D Document | €@ Dowenioad |

e Select the type of document under the Document list. A list of uploaded
documents for that particular document type will be listed.

e Click on Download to view the document. You have the option to open or save
the document.

e Click on Remove of you want to delete an uploaded document.
e To exit the “Upload a Document” menu, click on Close.
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I. Validate
Validations are performed to highlight the sections with outstanding information.

R oLD MUTUAL
Corporate
ot | wathcawl Benent clam rorre |
Sosubmit  [save et | €ciose HYZ Retirsmert Furel | Ms. RFunny | B1545538 | 760766
Member Personal Detais
Title: 15, | Ext Details ®|
Surname:
Funny | Offshore Services |
First Mames: R
Member Personal Details

bete of exth: o 5
1D Murnber: 7BO6065013081 \ #ddess Details |
QOther ID Mo/Passport Mao: Other ID NofPassport Ko | Court Orders 7|
Country of Issue: Country of Issus N7

i | Penaion Benefit Options 5|
Income Tax Number: Income Tax Mumnber |®
Employes Number: 265768 | Provident Benefit Optians 5|
Contact Details - Where can 0ld Mutual contact you after leaving the company? | Paymert Details vl
Ernall Address: Emnal Address

i | #dd Documerts |
Cellphome Nurnber: ‘Celluhune Humber |®

Home Telephone Number: ‘Hume Telephone Mumber |@ “alidate

» Click on Validate
= The sections of the Claim form with outstanding information will open.
= Complete the outstanding information before continuing with step 5.

Step 5 Save and Close the claim form

You can at any stage save the claim form and continue work on it at a later stage.

R oLD MUTUAL

Corporate
v | withaawal Bener Cannroren. |
Fasumt  [save =print || €Jcose H¥Z Retirement Fund | Ms. R Funny | B1545538 | 766768 |

Est Detais
Date of service termination: 31/08/2012 &

Final contribution month: 31j08/2012

2

| Otfshore Services |
Date member signed claim form: 15/08/2012 (|

| Member Personal Detalls 57|
Type of Withdrawal

Note: |
B aware of the Rules of your Fund, as the mernber rmay already be eligible for retirement benefits
Selectthe involuntary retrenchment option OMLY in the ewvent of a benefit hecoming payable due to job losses |

Address Details 7|

Court Orders 7|

Typa o e @ Resignation | Pension Benefit Options 5|
€ vaolun’ - 5
™" Close Confirmation [Ervr—r—r—
7 Invole
com: €y 3y All changes will automatically be saved. [ Pamenpesis o]
€ Absce \...'r) Do you want to continua? | ok Doguments |
Prior Claim
| alidate |

Is any prior claim in terms of Section 370 of the Pension Funds Act i Yes
payabie? e | Mo |
It"ves”, please complete and subimit the Prior Clair form.

» Click on Close. All changes will automatically be saved.
= C(Click on Yes to continue.
= You will then be taken back to the search result screen.

&R OLD MUTUAL
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Step 6 Upload additional supporting documents

Additional supporting documents can be uploaded if the claim is in a Draft or
Submitted status.

£R oLD MUTUAL

Corporate

== ______________________________________________________________|

Search Criteria

Scheme |XYZ Retirement Fund ~  Bill Group | 57 - Bil Group 1 -
Member Search Criteria

Payroll Number Prior Member No Surname First Name Date of Birth

Payroll Humber | | Prior Member No fun First Mame Date of Birth [ |2 search | |=IReport |

[Fcreste - [elopen | Bl cancel | &Eprne | B Dngumem.s
First Name Surname ID Number Methber Mumber  Birth Date Payroll Number  Prior Member No.  Member Status ~ Payroll Claim Status ~ Web Claim Status Claim Type Last Updated
R Funny 7808085013081 B154553B 06/06/1978 768768 87778 Active Member Draft Withdraweal 17/08/2012 09:13

= Select the member and click on Documents.
= Refer to Step 4H for detail on the uploading of Documents.

Step 7 Submit a claim

When all mandatory fields are completed and all relevant forms attached, the claim may
be submitted.

£ OLD MUTUAL

Carporate

(S T witharawai nenen cisim rore. |

f‘;’,sn Hsave @it | @ciose H¥E Retirement Fund | Ms. R Funny | B1545538 | 768768

Ext Detais
Date of service termination: 31/09/2012 |

Final contribution month: 31/08/2012 ) Offshore Servicas |
Date member signed claim form: 15/08/2012 O3

Mermber Personal Details s |
Type of Withdrawal

Note:
Be aware ofthe Rules of your Fund, as the member may already be eligible for retirement benefits.
Selectthe involuntary retrenchment option OMLY inthe event of 2 benefit becoming payable due to job losses.

Address Details |

Type of Withdrawal: & Resignation Pension Benefit Options v
0 Voluntary Retrenchment
Provident Benefit Options 5 |
 Involuntary Retrenchment
 Dismissal Paymert Details |

0 Abscondment Add Documents |

|
|
|
| Court Orders |
|
|
|
|
Prior Claim ‘

wvalidate |
Is any prior claim in terms of Section 370 of the Pension Funds Act O Yes & Mo

pavable?

It*es", please complete and submit the Prior Claim farm

» Select the member and click on Open
= Click on Submit

* You will receive the following validation error message if you submit the form when
there is still outstanding information required.

[ Form Validation Error ]

v Please complete all mandatory fields
i before submitting.

‘ | oK |

* You will have the option to open and print the claim form. You also have the option
to save the print version of the claim form.

* Once the claim form has been submitted, additional supporting documents can still
be uploaded.

do great things @ OLD MUTUAL

Corporate

Page 23 of 27 Issue date: August 2012 - V1.4

Jceraed Financial Services Provider



Step 8 Print claim form and obtain member’s signature

A copy of the required claim documentation, signed by the member, must be kept in the
member's personnel file for audit purposes.

4.5 CANCEL A CLAIM

= If a claim was submitted via the Payroll Process, it can only be cancelled if the
Web Claim Status is Draft. Once a claim has been submitted, it cannot be
cancelled via the Web. An email must be sent to the Old Mutual Administration
team requesting the claim to be cancelled.

= If no claim has been submitted via the Payroll Process, then the claim can be
cancelled in the Draft and Submitted status.

R oLb MUTUAL

Corparate

Search Criteria

Scheme XYZ Retirement Fund ~ | Bill Group |57 - Bill Group 1 v
Member Search Criteria
Payrall Nurmber  Prior hember Mo Surnare First Marme Date of Birth
Payroll Murnber | |Prior Mermber Mo Surname First Marmne Date of Birth (] |"LSearch | \iaﬁeport |

Search Results

Dcraate T #)Open | '»:".- Cancel \ = Print 'ﬁx Documerts

First Name Surname 1D Wumbet Membet Mumber  Bitth Date Payroll Number  Priot Membet 'Cﬂncel CIH"“

N Nowe BOMM0GS0IO086  ENS4550R DEA1ASED o0 2 78063 Bl fi T Ith 0

B Tulight TAMBSOSTOR  BNS4SSIE 180441572 12000 4125 " Base CONTIrm you want To ance e i
ok ) . )

R Funny 7608055013081 B1545538 0606978 768768 fireedi claim. This action cannot be reversed. 3

L Jumppy 310115060084 B1545548 1101383 154854 a768 &

R Trying SIZ24509E083  ENS455SE A 2M5TS 6656 6656

| “K&ag || Mo |

= Select the member and click on Cancel.
= C(Click on Yes to confirm. Please note that the action cannot be undone.
= A new claim can be created once the claim has been cancelled.

4
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4.6 PRINT THE CLAIM FORM

The employer is required to keep a printed and signed copy of the claim form in the
members file.

The form can be printed at any time.

£R oLD MUTUAL

Corporate

search Criteria

Scheme |#YZ Retirement Fund ~ | Bill Group |57 - Bill Group 1 n
Member Search Criteria
Payroll Mumber PriordMember Mo Surname First Name Date of Birth
Payroll Wurnber | | Prior Member Mo Surname First Marne Date of Birth 3 |, search | =) Report |

Search Results

Dcreale v & Open | E‘ Cancel | = Frint. | 0& Documents

First Name Sumame D Nu&er Member Number  Birth Date Payroll Mumber  PriorMember Mo, Member Status  Payrall Claim Status  Web Claim Status Claim Type Last Updated
il Moy 6011065013036 B1545508 0B/14 960 00012 TEIE3 Clzim in Progress Submitted Death 05M&2011 12:20
B Trilicghit 7204185057031 B1545518 18041972 12000 7425 Active Member Subnittecd Witheraual 30/082011 0831
R Funny TE0E08501 3031 B1545538 OE/DEM 975 TEETES BTTTE Active Member Draft Withelranal 17/08:2012 1103
L Aumppy 8310115060054 B1545548 11101983 454654 a78e Active Member Draft Withclraal 150652012 09.36
R Trying 7512243096083 B1545558 24121975 B636 G636 Active Member

=  Select the member
= Click on Print.

Verify details already captured by your and all ing details and return forms to
your HR. department.

Scheme Mame | X¥Z Retirement Fund

Member Name | Ms. R Funny

Member No 1545538 | Employes No ‘ TEETES

Title: Ms. Surname Funny

First Names R IO Number 7806065013081
Other ID No/Passport No Country of Issue

Date of Birth 06/06/1978 Employee Number TBETES

Income Tax MNumbser

Where can Old Mutual contact you after leaving the company?
Contact telephone number ‘ | Contact cellphone number |
Contact Email Address ‘

Unit Number
Complex
Street Number

Street / Farm Name
Suburby / District
City

Postal Code

D Use Residential Address as the Postal Address

Address Line 1

Address Line 2

Address Line 3

Address Line 4
Postal Code

17/08/2012 Page 1of 5

= The form will open as a .pdf document which you can print and save.
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4.7 CLAIMS IN PROGRESS REPORT

The reports will display all information i.r.o. Web claims in progress for the specific bill
group.

£ OLD MUTUAL

Corporate

Search Criteria

Scheme |%YZ Retirement Fund ~  Bill Group 57 - Bl Group 1 v
Member Search Criteria

Payrall Mumber  Prior Member Mo Surname First Mame Date of Birth

Payroll Mumber | | Prior Member Mo SUrmname First Mamne Date of Eirth

| |, Search ""_"‘Re\i:%ﬂ'

Search Results

Dcreais - DOpen ‘f} Cancel = Print ﬁx Documents

First Mame Sumarme 1D Number Member Mumber  Birth Date Payrall Mumber ~ Prior Member Mo, Member Status  Payroll Claim Status  Web Claim Status Claim Type Last Updatad
H Mowy 6011065018036 B1545508 0B/11/1960 00012 73963 Clim in Progress Submitted Desth 05082011 12:20
B Towlight 7204185057031 B1545518 18411972 12000 74125 Active Member Submitted Withdrawel 30082011 08:31
R Furriy TROBGS013081  B1545538 066 978 THETEG 67776 Active Member Dratt Withelrzwial 17062012 11:03
L Jumppy 8310115060084 B1545548 111100983 451654 8788 Active Member Draft Wiithdrawral 15062012 09:36
R Trying 7512245096083  B1545558 241121975 BE56 BB56 Active Member

» Select Report.

Export Reports #

Please select a Report Period below and click the "Export” button

Report Period 1 Month |v|

Expu:urt@ | Close
W -

= Select the report period. One, two, three and six month periods are available for
selection.

» Click on Export

File Download |
Do you want to open or save this file?

@ j Mamme: SO003100Repart_ 120817111557 #l=
[Hl Type: Microzoft Office Excel 97-2003 ‘Worksheet
From:  siyakha.rfa.dev.intranet

Open Save

- “While files fram the Intermet can be uzeful, some files can potentially
harm your computer. |f pou do nat st the source, do not open or
zave thiz file. what's the nsk?

= Select OPEN to open the report in Excel or select SAVE to save the report.
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Claims in Progress Report

XYZ Retirement Fund

57 - Bill Group 1

Period 18/07/2012 - 17/08/2012

Date Requested  |17/08/2012 11.15.57

First Name Surname Payroll No Prior Member No |Member No |National ID No  |Date of Birth | Member 5tatus |Payroll ‘Web Claim Last Modifier

Exit Date |Claim Type |Create Date |Claim Type |Claim Status |Last Update

R Funny 768768 87776 B154553B (7806065013081 |06/06/1978 |Active Member 17/08/2012 |Withdrawal |Draft 17/08/2012 11:03:09

L Jumppy 454854 8788 B1545548 [8310115060084 |11/10/1983 |Active Member 30/07/2012 |Withdrawal |Draft 15/08/2012 09:36:42

* The report opens as an excel document.

4.8 EXIT THE ECLAIMS WEB

SECURE SERYICES
£ OLD MUTUAL
Corporate

Search Criteria

Scheme | XYZ Retirement Fund | Bill Group v
HMember Search Criteria

Payroll Number  Prior Member No LastName First Name Date of Birth

Payroll Number | | Prior Member No Last Name First Name ate of Birth 3 |search | | Report |

Creste = Open | Cance| | Prirt \ Upload

First Name Last Name 1D Number lember Number Birth Date Payroll Number | Prior Member ... Member Status  Payroll Claim Status Web Claim Sta...
N How 6011065019088  B1545508 08/11/1980 00012 78583 Termination Awai Submitted

8 Twilight 7204185057081  B1545518 18/04/1872 12000 74125 Active Member Submitted

K Ramble B1545528 20/08/1874 45585 45578 Active Member Draft

R Funny 7806065013081 51545538 06106/1978 768768 67776 Active Member Draft

L Jumppy 8310115060084  B154554B 11/10/1983 454654 8788 Active Member Draft

R Trying 7512245096082 1545558 24/12/1875 6656 6656 Active Member

= Click on Logoff if you want to log out of Old Mutual’s Secure Services.

» Click on Home if you want to go back to the Retirement Scheme Administration
home page.
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