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Employer Reporting Checklist: Empower File
State of Tennessee 401(k) and 457 Plans

1 Retrieve your 401(k) and/or 457 Deferral O CONFIRM all eligible employees are

Reports from the Plan Service Center(PSC)

U These reports are under the “Reports” tab in
“My Reports”

O ENTER the new % of salary or flat $ deferral
amounts selected by your employees into
your payroll system

2 Retrieve your Loan DetailReports from the

PSC

U These reports are located under the “Reports”
tab in “My Reports”

U ENTER information provided in thesereports
into your payroll system. The Loan Detail
Reports will include:
= Loan paymentsto be started for new

loans
= Loan payments to be stopped upon
payoff

3. Create your Payroll Data Interchange

(PDI) file

U ADD all new employees who have been hired
since the last file youuploaded
U CONFIRM the Auto Enroll Suppress Code is
accurate for all employees included on the file
= For State, K-12 Teachers and Higher
Education
o N=hybrid, Y=legacy
= For Local Governments
o N = autoenroll, Y = no autoenroll
= Contact the Client Service Management
Team to report any employee found with an
incorrect auto enroll suppress code

included on the PDIfile

U ENTER termination dates for employees
who are being reported for the final time
(last payroll for them)

U REMOVE former employees who were
terminated on the last file that was
uploaded

U UPLOAD your PDlIfile

L CORRECT any data as identified via error
messages, if necessary

After you have uploaded your PDI file:

4 Review the Trial New Eligible Report

U These reports identify employees from
your recently submitted PDI file who are
eligible to enroll voluntarily and/or who
will be auto enrolledwithin the next 60
days.

O Any employees who should not be
present on this report need to be
reported to Empower within three
business days to be removed from the
PDI file.

For questions regarding reporting or
submitting contributions to the State of
Tennessee 401(k) and 457 Plans, please
contact your Client Service Management
Team. The Plan Service Center may be
accessed through the Employer page at
RetireReadyTN.gov.

Email:
RRTNClientService@empower-retirement.com

Ana Hepker
Direct: 303.737.2294

Brooke Cantrell
Direct: 615.564.7027
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