
INFORMATION

Voya SponsorWeb / PayCloud gives you electronic access to a wide range of information specific to the VRS Defined Contribution Plans, including the 
defined contribution component of the Hybrid Retirement Plan. It also provides transaction processing capability, such as remitting contributions. As 
a user, you can access the information you need, when you need it.

INSTRUCTIONS
Security Administrator Information
Please provide the name of the person who is designated as the Security Administrator. This person will need to sign this form to authorize access. If 
you want to verify your Security Administrator, please call VRS at 888-827-3847.

Voya SponsorWeb / PayCloud User Information
•	Request a new User: check the Add New User box and enter the user information. The email address and access options are required.
•	Update an existing User: check the Update User box, enter the User ID and select all the access the user should have.
•	Remove an existing User: check the Remove User box to remove all access.

Access| Options
•	Balances/Reports: Tes/Reports: This capability provides the user the ability to view plan and participant information including balances, 

investment allocations and reports, including the report created for deferral changes made on a monthly basis.
•	Contribution Processing: This capability provides the user the ability to submit contributions online.

Security Administrator Approval - Please have the Security Administrator sign and date this Voya SponsorWeb / PayCloud Form.

Plan Name and Numbers
626621 Hybrid 401(a) Cash Match Plan
626622 Hybrid 457 Deferred Compensation Plan
626623 Optional Retirement Plan for Higher Education (ORPHE)
626624 Optional Retirement Plan for Political Appointees (ORPPA)
626625 Optional Retirement Plan for School Superintendents (ORPSS)
626626 Virginia Supplemental Retirement Plan (VSRP)
626627 Commonwealth of Virginia 457 Deferred Compensation
626628 Virginia Cash Match

Please return this completed form to: 
Voya Financial, Attn: VRS Defined Contribution Plans, P.O. Box 389, Hartford, CT 06141 OR Fax Number - 844-833-4545

VRS Defined Contribution Plans
VOYA SPONSORWEB / PAYCLOUD

USER ACCESS REQUEST

SECURITY ADMINISTRATOR INFORMATION

SECURITY ADMINISTRATOR NAME:  ____________________________________________________________________________________________________

SECURITY ADMINISTRATOR TITLE:  _____________________________________________________________________________________________________

EMAIL ADDRESS:  ____________________________________________________________________________________________________________________

DAYTIME PHONE NUMBER: (_________)__________________________________________________________

PLAN INFORMATION

PLAN NAME: _________________________________________________________________________________________________________________________

PLAN NUMBER(S):  ___________________________________________________________________________________________________________________

VRS EMPLOYER CODE: ________________________________________________________________________________________________________________

NOTE: All plan numbers must be listed to avoid processing delays.
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Use this form to request a new user, update a user’s access or remove an existing user.



VRS Defined Contribution Plans
VOYA SPONSORWEB / PAYCLOUD USER ACCESS REQUEST

SPONSORWEB / PAYCLOUD USER INFORMATION

Access Request  (select one below): 
q Add New User q Update User q Remove User

Name:  ______________________________________________________________________________________________________________________________

Title: ________________________________________________________________________________________________________________________________

Email Address:  ______________________________________________________________________________________________________________________

Daytime Phone Number:  (_________)__________________________________________________________

Access Options (You must select either yes or no for each access option):

Balances & Reports             q Yes    q No	 Contributions Processing             q Yes    q No

Access Request  (select one below): 
q Add New User q Update User q Remove User

Name:  ______________________________________________________________________________________________________________________________

Title: ________________________________________________________________________________________________________________________________

Email Address:  ______________________________________________________________________________________________________________________

Daytime Phone Number:  (_________)__________________________________________________________

Access Options (You must select either yes or no for each access option):

Balances & Reports             q Yes    q No	 Contributions Processing             q Yes    q No

Access Request  (select one below): 
q Add New User q Update User q Remove User

Name:  ______________________________________________________________________________________________________________________________

Title: ________________________________________________________________________________________________________________________________

Email Address:  ______________________________________________________________________________________________________________________

Daytime Phone Number:  (_________)__________________________________________________________

Access Options (You must select either yes or no for each access option):

Balances & Reports             q Yes    q No	 Contributions Processing             q Yes    q No

Access Request  (select one below): 
q Add New User q Update User q Remove User

Name:  ______________________________________________________________________________________________________________________________

Title: ________________________________________________________________________________________________________________________________

Email Address:  ______________________________________________________________________________________________________________________

Daytime Phone Number:  (_________)__________________________________________________________

Access Options (You must select either yes or no for each access option):

Balances & Reports             q Yes    q No	 Contributions Processing             q Yes    q No
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Please return this completed form to: 
Voya Financial
Attn: VRS Defined Contribution Plans
P.O. Box 389
Hartford, CT 06141
Fax Number - 844-833-4545

VRS Defined Contribution Plans
VOYA SPONSORWEB / PAYCLOUD USER ACCESS REQUEST

SPONSORWEB / PAYCLOUD USER INFORMATION (CONT)

Access Request  (select one below): 
q Add New User 		  q Update User  		  q Remove User

Name:  ______________________________________________________________________________________________________________________________

Title: ________________________________________________________________________________________________________________________________

Email Address:  ______________________________________________________________________________________________________________________

Daytime Phone Number:  (_________)__________________________________________________________

Access Options (You must select either yes or no for each access option):

Balances & Reports             q Yes    q No	 Contributions Processing             q Yes    q No

Access Request  (select one below): 
q Add New User 		  q Update User  		  q Remove User

Name:  ______________________________________________________________________________________________________________________________

Title: ________________________________________________________________________________________________________________________________

Email Address:  ______________________________________________________________________________________________________________________

Daytime Phone Number:  (_________)__________________________________________________________

Access Options (You must select either yes or no for each access option):

Balances & Reports             q Yes    q No	 Contributions Processing             q Yes    q No

SECURITY ADMINSITRATION APPROVAL

Voya considers participant information to be highly confidential, and we go to great lengths to avoid breaching that confidentiality. For this 
reason, Voya cannot be responsible for the following: 
i.	 negligent or intentional misuse of the password by the employer’s officers, employees, agents or contractors,
ii.	 a breach of confidentiality that may occur as a result of such negligent or intentional misuse of the password, or
iii.	 a breach of confidentiality that may occur as a proximate result of the employer’s access to the participant database. If the employer 

uses SponsorWeb/PayCloud online transaction processing, please remember to review all financial information you have entered for your 
participants, as Voya is not responsible for incorrect data transmitted by the employer.Voya SponsorWeb.PayCloud is normally available 24 
hours a day, seven days a week. However, service availability is not guaranteed. Voya will not be responsible for any loss (or forgone gain) you 
may incur as a result of service being unavailable.

Please signify your agreement to these terms by signing in the space indicated below.

Security Administrator Signature: _________________________________________________________________ Date: ____________________________

Security Administrator (Print Name): ________________________________________________________________________________________________

The turn around time to grant access is 5 - 7 business days. Once access is granted you 
will receive two registration emails from Voya SponsorWeb. One will contain a registration 
link, and the other will contain a registration code. Once you click on the link and type (or 
copy & paste) the registration code into the system, you will be prompted to choose a user 
ID and password.

Should you have questions, Please contact Voya DCP Employer Support Team at 844-570-
1482 or email at DCPERSupport@voya.com.
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