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Best practices
while processing
your payroll

At Empower, we understand
that processing payroll is one

of the most important plan
responsibilities. We're dedicated
to your success and want to
share best practices to help
make processing your payroll
contributions easy and efficient
on the Empower platform.

» Make sure your plan contacts have access to our Plan Service Center

(PSC). An authorized signer can review who has access and make
necessary changes or additions online under the Contacts menu.

Ensure any changes from the deferral change report have been
implemented in your payroll system.

Confirm money types, payroll date, and loan withholdings/payments
when processing payroll, entering payroll on the PSC, and before
confirming your submission.

Validate your bank account/funding to ensure accuracy. Using ACH debit
allows Empower to pull and process your payroll and apply funds to
participant accounts quickly, making it the preferred funding method.

If you discover an error while processing your payroll, you can address
it in real time. If you discover an error after processing your payroll, use
Empower Case Management to initiate, monitor, and manage payroll
corrections on demand.
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https://empower.wistia.com/medias/wkpa30ga2v
https://empower.wistia.com/medias/wkpa30ga2v
https://docs.empower.com/EE/Empower/DOCS/Case-Management-Guide.pdf

How it works

Step 1

Enter your payroll information

@ Once you've logged in to the
Plan Service Center (PSC),

use the left navigation menu
to access Payroll > Create and

process payroll contributions.

© To get started, click the Create
button under Create a payroll

from plan data. :l P2

© Next, enter the Payroll date,
Division (if applicable), and
Expected contribution total.
The Expected contribution
total includes participant and
sponsor contributions and (3)
loan repayments, if applicable.

O Once you've selected the
appropriate contribution o
sources for the payroll, you can
proceed to the next steps.

©

The charts, graphs, and screen prints shown are for ILLUSTRATIVE PURPOSES ONLY.

Did you know?

» The system will save information in real time, allowing you to pick up where
you left off, if needed.

© Additionally, once you've successfully completed a payroll contribution, you
can simplify the process by using the Continue with previous contributions
button to copy data from the last payroll entry
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Step 2

Update your employee and
contribution information

© Enter contribution and loan
repayment information in the
appropriate columns.

© If an employee doesn't appear
in the list, you can add them by
clicking the Add employee button.

© Real-time error detection reviews
the information for employee data
errors and/or cash errors.

O Errors that appear in red must
be cleared before moving to the
next step. On-screen guidance
will provide direction on how to
resolve the reject based on the
type of error.
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Did you know?

Yellow warnings indicate missing information that is necessary based on your
plan’s service set-up, but is not critical to processing payroll. These warnings
should be reviewed, and action should be taken; however, the system won't
require you to resolve these errors to proceed to the last step.
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Step 3

Process and confirm

your contributions

o

(2]

(5]

o

Check boxes to accept all
warnings and notices.

Review the expected contribution
total and actual contribution total
to make sure they match. If they
don't, the system will notify you.
The actual contribution total will
be the amount debited.

Payroll date refers to the plan
sponsor payroll date.

Cash effective date is the
date participant accounts will
be funded.

Forfeitures can be used with
plans utilizing ACH debit and will
be visible as a funding source.

Click Complete transaction to (1] 8
submit the payroll contribution.
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» When you click the Complete transaction button, the Payroll submitted

confirmation will pop up.

oo 0 0 0 o

» Once the payroll submission has been processed, you will receive an email

confirmation from techsupport@retirementpartner.com.

» A confirmation summary will also be available in My Reports. We suggest
saving this for your records. Please reach out to client services if you don't

receive a confirmation summary.

Click Continue to return to the Create and process payroll contributions page.
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Plan Management On-Demand resources

Payroll rejection .
. . Entering payroll »
resolution guide »

Banking changes » Completing payroll »
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https://www.empower.com/psc/plan-resources/resources/docs/Payroll-Rejection-Resolution-Guide.pdf
https://empower.wistia.com/medias/8r2pd3bywy
https://empower.wistia.com/medias/nk4i5aip5v
https://empower.wistia.com/medias/683r8yckh1
https://www.empower.com/psc/plan-resources/resources/docs/Payroll-Rejection-Resolution-Guide.pdf
https://www.empower.com/psc/plan-resources/resources/docs/Payroll-Rejection-Resolution-Guide.pdf
https://empower.wistia.com/medias/8r2pd3bywy
https://empower.wistia.com/medias/nk4i5aip5v
https://empower.wistia.com/medias/683r8yckh1
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