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What is the Plan Service Center(PSC)?

The PSC is a web portal to the Empower Retirement record-keeping
system

With access to the PSC, you can:

— Enroll employees

— Process payroll contributions

— Receive Deferral change reports

— Access employee information

— Generate reports

There are four tabs that you will commonly use in the PSC:
Plan

Employees

Process center

Reports
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Accessing the PSC

via https://plan.empower-retirement.com/

{

——
EMPOW?R PLAN SERVICE CENTER

Someday, he plans on traveling to
the Serengeti.

To make it happen, Empower helps him take

control of his financial future

Thinking further ahead »

Optimize your plan for IRS raises maximum Keep up to date on
success. plan contributions. regulatory changes.
Read the Lifetime Income Score Do you know the new New regulations you
report from Empower 2017 himits? should know

FAQ Participant site

Plan Sponsor Login

Usemame

Forgot Password?
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PSC Authorization Form

* In order to obtain a PSC Username, you will need to

complete the Plan Service Center Authorization Form R
° You can obtain the form by: Plan Service CenterAuthorizgtioanorm b _
* (Calling Website Support at (800) 695-4952 s:”:jmm ST ] mR _
* Contacting your Client Service Team at R —] . TE‘Q
RRTNClientService@Empower-Retirement.com x:e e S [ R
* User IDs are individually assigned. - S ——— -
« User IDs of former staff members should be e — =
terminated by emailing the Client Service Team at = — 7
the e-mail address listed above. —
* New employer staff will require a PSC ]
Authorization form so as to be issued a unique PSC P i 27 7
Username. S —
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Registering

*  When logging in to the PSC for the first time, you will need to:

Register your account

Choose and answer security questions, that will help protect your account
Confirm Plan accounts (98986-02=401(k); 98986-01=457)

Create a unigue username (optional)

Aol S

Contact Website Support at 800-695-4952 for assistance or password resets

—

—
EMPOWER | PLAN SERVIGE CENTER Contact us | Logout

Account verification

Login flow: 4 Easy Steps

2 Security questions 3 Select default plan 4 Register
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Logging in to the Plan Service Center (PSC)

I

EMPOWER | PLAN SERVICE CENTER FAQ Participant site

RETIREMENT

Plan Sponsor Login

Someday, he plans on traveling to Username
the Serengeti.

Password

To make it happen, Empower helps him take
FOI’QOI Password?

SIGN IN

control of his financial future.

Thinking further ahead »

Optimize your plan for IRS raises maximum Keep up to date on Once you have registe red, please
success. plan contributions. regulatory changes. enter your Username and Password
Read the Lifetime Income Score Do you know the new New regulations you

report from Empower. 2017 limits? should know.
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PLAN SERVICE CENTER Select Plan

Plan ~ Employees ~ Process center

Reports ~ Resource Center =

Home / Plan / Overview / Summary

Plan analytics

Lifetime income score: my plan data o

My Retirement Company Savings and Retirement Plan - 123456-01
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FAQ | ContactUs | My profile | Logout

~E3

Welcome Mary Jo Smith
Last Login: 17 Aug, 2017, 12:00 PM EST

Customize

Parlicipating vs not participating .
I
S R " N Investment strategies
64% Yo ueen . . . D — >
|
of goal TDF
amongst your employees
Dec 2013  Dec 2014  Dec2015 € 23 =0 R
Important information and Disclosure About managed investment strategies
Plan information & status As of 08712017 Funds As of 08/17/2017
Participants with a balance 52 Symbol Fund Participanis Balance
Participant assets HYFIN High Yield Fury 26
Forfeiture balance LCIX Large Cap Incorke Index 15
LTBFX Lifetime Bond Ful 1"
“Top three funds by assets
\'4

Median Lifetime Income score

Year over year participation rate
amongst your employees
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Payroll Processing

via the Process Center tab

FAQ Contact Us My prefile  Logout
———— y i i Crs
————— Select Pl My Retirement Company Savings and Retirement Plan - 123456-01 -v (<L}
PLAN SERVICE CENTER searen [v] .
EMPOWER Welcome Mary Jo Smith
RETIREMENT "

Last Login: 18 Aug, 2017, 12:00 PM EST

Plan ~ Employees ~ | Process center = Reports ~ Resource Center ~

Overview
Home / Plan / Overview / Sul Enter payroll
Transmit your own file 4
Pending contributions
View/change banking information

Plan analytics Customize

Lifetime income score: my plan data 2 Participation rate: my plan data 3 Investment strategy balances: my 2
plan data

vs not participating As of May 2017

Median income goal

0 achieved by participants Dec
64 /o o . . .
of goal

Dec 2013 Dec 2014 Dec 2015 0 25 50 75 100

DIy
ToF I

Important information and Disclosure

About managed investment sirategies
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Getting started: Transmitting your own Payroll Data
Interchange (PDI) file

(

FAQ | ContactUs | My profile | Logout

4‘._.-—-“""__ Select Pl My Refirement Company Savings and Retirement Plan - 123456-01|v | [«fsd
EMPOWER PLAN SERVICE CENTER L pany Savng =

Welcome Mary Jo Smith
RETIREMENT Last Login: 18 Aug, 2017, 12:00 PM EST

Plan ~ Employees ~ Process center - - Reports ~ Resource Center ~

Overview

Home / Plan / Cverview / Sul Enter payroll

Transmit your own file +  Upload payroll file
Pending contributions Process payroll file

View/change banking information
Plan analytics

Lifetime income score: my plan data B Participation rate: my plan data B Investment strategy balances: my B
plan data
- icipating vs not parficipating May 2017
Median income gosi

As of May 20
MA I
640/ schisved by participants Dec oy I
0 2016
ToF

Dec 2013 Dec 2014 Dec 2015 o
Important information and Disclosure

Customize

of goal

25 50 75 100

About managed investment sirategies

Selecting Transmit your own file will allow you to upload and process your own PDlI file
* The file must conform to the Empower file specifications

* Contact your Client Service Team at RRTNClientService@Empower-Retirement.com for initial set up,
Payroll Provider formatting changes, etc.

* For general file upload questions, contact Website Support at (800) 695-4952)
10
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Steps to upload your PDI file

Step 1: Access the Process Center
* Click Here to Continue in the “Upload Payroll File” section

FAQ | ContactUs | My proflis | Logout
e
EM‘;‘O.-\-V‘_E—R. PLAN SERVICE CENTER Select Plan | My Retirement Company Savings and Retirement Flan - 123458-01 m
RETIREMENT Welcome Mary Jo Smith

Login: 10 Oct, 2017, 12200 PM EST

FartnerLink = Plan ~ Employees ~ Process center Reporis = Resource Center =
Home Process Center Owerview

XYZ Company 401(k) Plan - 832777-01 & Frint
OVERVIEW

Are you new to this process? Tutorials | FAGS

© Hover over this icon when you need additional information.

© Enter Payroll- To enter payroll contributions onfine #
e e ———————————————————————————
*  Transmit Your Own File” To upload and process your own payroll file™ ?

Choose Which Function You'd Like

Upload Payroll File
Upload your existing payroll file o process your contributions andior update employee information.
If you have a new or changed file, please contact Plan Technical Support prior to processing.

Click Here to Continue =

Process Payroll File
If you hawve already uploaded a file and are ready to process your contributions.

Click Here to Confinue =

11
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Steps to upload your PDI file (cont’d)

Step 2: Browse to select the payroll file you wish to upload

FAQ | Contact Us | My profli2 | Logout

e ———
= PLAMN SERVICE CENTER Select Plan | My Retirement Company Savings and Retirernent Plan - 122458-01 m
EMPOWER -
RETIREMENT Welcome Mary Jo Smith
Lzst Login: 1000ct, 2017, 12200 PM EST
PartnerLink = Plan = Employees ~ Process center - ) Reports = Resource Center = _
Home | Process Center | Transmit Your Own File Upload Payroll File
XYZ Company 401(k) Plan - 932777-1 & Print

File Upload @

Following are the list of files which you have been suthorized to upload.

File Name

932777 paymallcsv
gpp_832777-1_p.csv
93277701 _testfile te
932777-02R Jeestfile tet

€a3se click the browse button below to select 3 file from your PSS

File to upload: | 832777-01_testle_td Browse...

12
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Steps to upload your PDI file (cont’d)

Step 3: Upon uploading your file, receive the confirmation screen, and select
“Continue”

FAQ | ContactUs | Myprofia | Logout
- PLAN SERVICE CENTER Select Plan | My Retirement Company Savings and Retirement Plan - 122458-01 m
EMPOWER
RETIREMENT

Welcome Mary Jo Smith
Last Login: 10 Oct, 2017, 12:00 PM EST

PartnerLink ~ Plan - Employees = Process center - Reports = Resource Center -

Home | Process Center | Transmit Your Own File Upload Payroll File
XYZ Company 404 (k) Plan - 932777-0 & Print
File Upload
The Fallowing file(z) have been successfully uploaded
File Hame

9327771 _testhie bt 1011727 943210 AM

Click on the Continue Button to Uplead another file.

Onece you have successfully upleaded your file, elick the Process Payroll File option under "Transmit Your Own File' to complete your contributions.

If you are uploading a file that is updating non-monetary employee information anly, no further action is required.

13



RETIRE #PLADY

TENNESSEE’'S RETIREMENT PROGRAM

A program of the Tennessee Treasury Department | David H. Lillard, Jr., Treasurer

Steps to upload your PDI file (cont’d)

Step 4: Upon uploading your file, receive the confirmation screen. If you
have another payroll file select “Continue”. If you have uploaded all of your

files, click the “Process Payroll File” option under the “Transmit Your Own
File” tab.

]

——
—— . - an- 1245801
EMPOWER PLAN SERVICE CENTER Select Plan | My Retrement Gompany Savings and Retirement Flan - 1234: v m

RETIREMENT

FAQ | Contact Us | My proie | Logout

Welcome Mary Jo Smith
Uast Logh: 10.0ct, 2017, 12:00 FM EST

PartnerLink ~ Plan -~ Employees ~ Process center = Reports = Resource Center =

Home | Process Center | Transmit Your QwnFile | Upload Payroll File

- FAU | Comtact US| My profile | Logout
e
=" PLAN SERVICE CENTER Select Plan | My Refirement Company Savings and Retirement Plan - 123456-01 ~NE3
X¥Z Company 401(k) Plan - 93277701 Pt EMPOWER

Welcome Mary Jo Smith
Last Login: 10 Oct, 2017, 12:00 PMEST

File Upload

PartnerLink ~ Plan ~ Empgloyees ~ Process center ~ ~ Reports ~ ResourceNgenter ~
The Fallowing file(s) have been successfully uploaded

Home | Process Center / Tr

smit Your Own File  Overview

File Name
93277701 _tesffile.bet

Upload DateTime

XYZ Company 401(k) Pla
10112017 2:43:10 AW

- 93277701 Enter payroll & Print

Transmit your own file +  Upload payroll file

File Upload Pending contributions Process payroll f]

Click on the Continue Button to Upload another file.

ange banking information

Upload Date/Time

932777-01_testhile txt 10M1/2017 3:27:23PM
Once you have successfully uploaded your file, click the Process Payroll File option under Transmit Your Own File' to complete your contributions.

If you are uploading a file that is updating non-menetary employee information only, no further action is required.
Click on the Continue Button to Upload another file.
Once you have successfully uploaded your file, click the Process Payroll File option under "Transmit Your Own File' to complete your contributions.

If you are uploading a file that is updating non-monetary employee information only, no further action is required.

14
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Steps to upload your PDI file (cont’d)

Step 5: Enter your “Payroll Date" and “Expected Contribution Total”, and
select “Continue”

FAQ | ContactUs | Myprofie | Logout
PLAN SERVICE CENTER Select Plan | My Retirement Company Savings and Ratirement Plan - 12245501 E
EMPOWER
RETIREMENT

Welcome Mary Jo Smith
Last Login: 10 ct, 2017, 1200 PM EST

PartnerLink = Plan - Employees = Process center = Reports ~ Resource Center =

Home | Process Center | Transmit Your Cwn File Process Payroll File

XYZ Company 401(k) Plan - 932777-1 @ Print

() Bemit Details (3] Confirmation

Enter Remit Information

Payroll Date:|10011/2017 {mmiddfyyyy)
Dirrimion; A1 Z P 1 WKL Weekdy 7
dntribution Tatal:|15,000.00

'Expected Total is used for reconciliation purposesa\only. it may or may not equal the actual total for the contribution

15
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Steps to upload your PDI file (cont’d)

Step 6: On the “Select Remit Method” screen, select “Load a Data File”;
select your payroll file from those available, and select “Continue”

o

S

—
EMPOWER PLAN SERVICE CENTER

RETIREMENT

Select Plan | My Retirement Company Savings and Refirement Plan - 12345801

PartnerLink = Plan = Employess = Process center - * Reports = Resource Center =

Home | Process Center | Transmit Your Qwn File | Process Payroll File

XYZ Company 404(K] Plan - 33277701

(1) Rem Info
Payroll Expected .
Date Total Division
101112017 §15,000.00 XYZP 1 WKL Weekly

'Expectad Total is used for reconciliation purpases only. it may or may nat equal the actual total for the contribution

Select Remit Method

Load a Data File

Enter Data Onling

16

FAQ | ContactUs | Myproflie | Logout

[ Go
Welcome Mary Jo Smith
Last Login: 10 Diet, 2017, 12:00 P EST

{

FAQ | ContactUs | Myprofie | Logout

[ Go]
Welcome Mary Jo Smith
16t Login: 110 Oet, 2017, 12:00 PM EST

—
EMPOWER PLAN SERVICE CENTER

Select Plan | My Retirement Company Savings and Retirement Flan - 123456-01
RETIREMENT

PartnerLink = Plan ~ Employees ~ Process center = Reports ~ Resource Center ~

Home / Procass Canter | Transmit Your Cwn Fie | Prooass Paymol Fle

X¥Z Company 401 (k) Plan - 332777-01 S Print

OLILTEIEY () Confirmation

Payroll Expected .
Date Total! Division
10112017 5 15,000.00 XYZ P 1 WKL Weekly
Expected Total is used for reconciliation purposes only. it may or may not equal the actual total for the contribution. test

Select file to proggss- ontinue’. Click refresh’ to Upte-tha

Ayailsble Files:
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Steps to upload your PDI file (cont’d)

Step 7: View the remit details and make changes, if any. See icons for errors
which need to be cleared before selecting “Continue to Final Confirmation”

FaG | Contact Us | My prome | Logout
S=—=—= DLAN SERVICE CENTER Selest Pi =S
— Select Plan | My Retramant Gompany Savings and Refirament Fian - 12345801 =
EMPOWER " PRy sRme .
il et Welcome Mary Jo Smith

PartnerLink ~ Plan ~ Employees -~ Process center -

Hame ; Process Cenier / Transmi Your Cwn Fie £ Process Bayrol Fie

X¥Z Company 401 (k) Plan - 932777-01

tLogin: 10 Oct, 2017, 1200 PM EST

Reports ~ Resource Center —

S 15.000.00 H¥Z P 1 WKL Weekly

Cash Effective Date*
ADMB2017

B This icon appears for errors. The information

purposes only. it may or may not equal the actual total for the contrbution

must be entered to continue processing.

| I - Tl o R o sl o

Dispiaying 1 - 1 of 1 Records

This icon indiEtes 8 warning, but it will not

sl e

prevent the contribution from being processed.

Mext Page | =

EEDY Delete  Last Name [ Initial

Update Parbcipant SMITH, ©
LLORBES. J
LLoYD. ¢
LLING, C
LLCAMPEELL, C

Totals for this Remittance:

Mext Page |

Before e = This icon indicates an employee s account has

1.700.00 @50.00 [t

250000 110 been terminated due to full withdrawal. You

1.250.00 625.00

150008 00 may reactivate the account throush the Edit
Employee screen.

$10.000.00 $5.000.00

|6 Delete Selected Records |23 Delete All Records |23 Find a Record [ 7]

17
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Steps to upload your PDI file (cont’d)

Step 8: View the Confirmation Screen to complete your file upload. Verify
the Money Source(s), and read and accept all warnings on this page. Select
“Complete Transaction”

FAR | Contacils | Myprofie | Logout

———
EH‘;O.TM_-E-; PLAMN SERVICE CENTER Select Plan | My Retirement Company Savings and Retirement Flan - 12245501 E
RETIREMENT Welcome Mary Jo Smith
7, 12200 PM EST
PartnerLink = Plan = Employeas =~ Process center = Compliance . Resource Center = _

Hame ! Procsse Canter / Transmit Your Own Fle 7 Process Payroll Flie

XYZ Company 401(k) Plan - 932777-M & Frint

(1) Remit Info [T G) Confirmation

Reference Payroll Expected
Number Date Total'

1234587892 11127 3 15,000.00 XWE P 1 WKL Weakly 10182017

Division Cash Effective Date”

'Expected Total is used for reconciliation purposes only. It may or may not equal the actual total for the contribution
*If processed BEFORE 2 a.m. Eastern Time.

Money Source Description Verify Money Source Total Amount
BTK1 EMPLOYEE BEFORE TAX. 7| 510,000.00
ERM1 EMPLOYER MATCH %]

Expected Total: $15,000.
Actual Total: $15.000.00
Total Amount to be Remitted by Employer: §15,000.00
If you wiould like to schedule this contribution for 3 later date, please enter that date here otherwise contributions will be effective on the date shown
10112017 =

Confirmation Messages:

Warning: If you hawe scheduled contributions with an effective date in the future, your contribution will not be completed until the date you have chosen. If you need to
e the date you have selected, please do so before completing this transaction.

hame read and sccept all warnings and notices on this page

Use Forfeitures Complete Transaction

18
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Steps to upload your PDI file (cont’d)

e Step 9: View your completed transaction and select “Continue”; print your
confirmation on the following page (Note: this will be your only opportunity to
print your confirmation, though an electronic confirmation will be retained in your
“Reports” tab.) Select “Complete”

FAQ | Contact Us Mj profie _[gOIll
PLAN SERVICE CENTER Select Plan | My Retirement Company Savings and Retirement Flan - 123455-01 E
EMPOWER §
RETIREMENT Welcome Mary Jo Smith
. FAQ | ComactUs | My promie | Logout
EMM PLAN SERVICE CENTER Select Plan My Retrment Campzny Savings and Retirement Plan - 12345801 B
ParinerLink = Plan = Employees = Process center = . . ~ Resource Center =

Welcome Mary Jo Smith
Last Login: 10 Oct, 2017, 12:00 PM EST
Hame | Frocess Center / Transmit Your Own Fle | Process Payrol Fls

PartnerLink ~ Plan ~ Employees ~ Process center ~ - Reports ~ Resource Center =

XYZ Company 401(k) Plan - 832777-01 @R
Hame / Prooase Canter / Transmi Your Own Fle / Frocass Fayroll Fie
XYZ Company 401(k) Plan - 932777-01 @ Frint

Reference Payroll Expected L

Number Date Total' Division Fe—
Reference Payroll xpecte .

1234567340 10112M7 §15,000.00 XNZ P 1 WEL Weekly Number Date Total' Division Cash Effective Date*

h 5 i 1 e

Expected Total is used for reconciliation purposes only. It may or may not equal the actual total for the contribution. [T o L L XYZF 1L Wesky e
Expected Total s used for reconciation purpases only._ it may or may not equal the actual totalfor the contribution

Completing Transaction . . . Please Wait. ?If processed BEFORE 2 a m. Eastem Time,

This may tzke some time. You will be notified on this page when complete. Maney Source Descaiption Verify Money Source| Total Amount
BTK 1 EMFLOVEE PRE-TAX v $10,000.00
ERM1 EMFLOYER MATCH v $5,000.00

Finished Completing Transaction. Flzase click Continug’

EectedTots: 51500000

m Achual Total: __$15.000.00
Iotal Amount to be Hemitted by Employer $15,000.00
Confimaton Messages:

Warning: Actusl Toralis not 2qualto Expacted Total

Contribution effective 10/12/2017 if submitted now {click "Complete Transaction” below).

J Corpiee |

E¥Print Employee Contributions have been processed and STEYEC:

[You may print this page as confirmation for your records.

19
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List of Pending PDI files

You may view your pending PDI files once your transaction is complete. Note:

you have until 11am MST to “Cancel” a file, should you need to make
changes, etc...

FAQ | Confacils | My profie | Logout
-‘_...--"
PLAN SERVICE CENTER Select Plan | My Retirement Company Savings and Retirement Plan - 123458-01 m
EMPOWER -
RETIREMENT Welcome Mary Jo Smith
Last Login: 100 Oct, 2017, 12200 FM EST
Plan = Employees = Process center - Reporis ~ Resource Center =
Reference P Fayroll Data Processing Expected
Number Delet Division Date Date Total'
S0B4334451 iil P2 MINT Monthly 10112017 101227 50.00
'Expected Total is used for reconciliation purposes only. it may or may not equal the actual total for the contribution

The following contributions have been completed. To view the contribution details, click on the reference number. If any of the following contributions were
submitted in error, click on the X" to cancel the contribution. ¥ou have until 11:00pm M5T on the day before the Cash Effective Date to cancel the contribution.

Reference c . Divisi Payroll Data Processing Cash Effective Actual
Humber ance ivisien Date Date Date Total'
1234587881 x XYZ P 1 WEL Weekly 11127 10122017 10162017 515,000.00

20
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ayroll Data Interchange Data Requirements

Fagroll Data Interchange [FDI) Data Requirements Flan Mame: State of Tennesses 401(k) Flan
Fixed Length Record Format-
Mlaximum Length Mot applicable

For comma delimited files Flan Sccount Mumber: 33336-02
StarttStogkiazimun Oata Fequired (R) : :
Field Description PositionsLength = Type Dptional (00 Format f Yalue Comments
Plan Mumber 1-2 2 Char |F Each RBecord would have to include the corresponding plan number.
Employes S50 a-17 a Char |F 999939939
Fequired if the plan chooses o use Deferral Recordkeeping services
Division number 15-21 4 Char |F for initial enrollment.
Last hlame 22-5E8 35 Char |F
First Mame 57-TE 20 Char |F
Mliddle Initial FT-TT 1 Char |0
Flame Suffix Fg-92 15 Char | O
Eirth Dlate 93-102 10 Date |F mimtddiyyyy Pyt bee Fowr digit year.
Giender 03103 1 Char |F MA=Male, F=Female
PAarital Status 04-104 1 Char |F PA=PAarried, S=Single, D=Divorced, Ws="widd Uzed for spousal consent determination.
Lddress Line 1 05-139 35 Char |F
Lddress Line 2 140-174 35 Char |F
City 175-194 20 Char |R
State 195-136 2 Char |F Upper Case
Zip Code a7-Z0E 0 Char [R EEEEEE:EEER=E-FEEE]
Home Phone MMumber O7-216 [u] Char | O
work Phone Flumber 17-226 [u] Char [ O
"work Phone Ext. 27-230 4 Char [O
Country Code 31232 2 Char |0 Fiermowe if all employees live in the LSO,
Hire Diake PE3-242 ] Date |F mimd ddfyyyy ariginal Hire date; must be Four digit year.
Termination Date 243-252 Ii] Date |F mimdddiyyyy
Be-Hire Date 253-262 0 Date R mimfddiyyyy Use when an employee was previously terminated and rehired.
PAust be current ending payroll date. ldentifies the plan year that
Ending Fayroll date 2E-2T2 [u] ate | P mimtddiyyyy ontributions are applied.
Eefore Tax Contribution EF3-252 [u] umb F 99933333.99 FPositive number implied. EMPLOYEE EEFORE Tax [EBEFT]
Employer Contributicon 283-292 [u] umby B 9333333.99 Positive number implied. kure Contribution Sources
Foth Contributicn 293202 [u] umb B 99 Positive number implied. ture Contribution Sources
Loan Payment 303-312 [u] umby B 9333333.99 Positive number implied. kure Contribution Sources
Eonus Contribution 313-322 [u] umby B 9333333.99 Positive number implied. kure Contribution Sources
Longewity Contribution S23-332 0 umb F 99 FPositive number implied. Future Contribution Sources
YTO Hours worked BF2-23T 5 umb B 999393 Flan ¥ TO hours worked. [Howrly & Salaried]
Y TO total compen=sation [WiE total wages] Include owertime,
HTO Total Compensation 335-347 10 Rumb B 9333333.99 Positive number implied. commission, bonus
WY 10
Farticipation Dlate S348-357 10 Date |B i ddfyyyy Fieguired for online enrollment and deferral processing. [F not opticonal
| Eligibility Code 252-362 1 Char |F M= tes, Pl=o Feguired for anline enrollment and deferral process=ing. |F not optional
Email fddress 259-398 40 Char [R Employees email address[not employers email address]
Salary For the employes For a given pay period. IF providing Salary
Salary Smounk 399-415 17 Char |F Amount, it is reguired to provide Salary Amount Qualifier
Salary period A= Annual, M= Monthly, S= Semi-MMonthly, B= BEi-
Salary Amount Gualifier 41E-417 2 Char |F ‘weekly H= hourly, W= wWeekly
Employer A==igned ID 415-427 10 Char |0 Employer I [May be different From SSR but Mok to replace SSR
Fiequired if plan has employees eligible to participate in the plan but
are excluded from the Auto-Enrallment process. IF they should be
excluded from Auto Enrollment a = yes should be passed and k= no if
LSuto Enrollment Suppress Code | 423-425 1 Char |F W=ies M=Nlo included in Auto Enroliment.
Fecord length 428

Technical Instructions:

File zan be created in a standard Space Delimited ASCI Format [prn] or comma delimited format [oswe]. A carriage retarn [orlf] is required at the end of a record. Only include one participant per record.
THE FILE FORMAT MUST REMAIN STATIC. CHANGES TO THE FILE MUST EE COORDINATED wWITH RECORD KEEPER.

For participant= that are not contributing ta the plan but appear on the file please Zera Fill the contribution Field[=].

Flumeric fields should be right justified, with the exception of Zip Code [left justified]

Contribution!Compen=ation fields should not include commas, and field must extend two digits after the decimal and must be right justified.

Unused spaces in character or date fields should contain blanks

A negative =siqn in the contribution field=s can be added in the first space of the contribution field, ie.”-000012.24" or directly nest to the contribution amount ™ -12.24"

All date fields must be a bwo-digit month( AR, two-digit day(fDD, and a Four digit gear )
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Employee Data

via the Employees tab

FAQ | Contact Us = My profile | Logout
— My Ret tC s d Ret t Plan - 123456-01[¥]
— Select Plan y Retirement Company Savings and Refirement Plan - -01[v] [eked
PLAN SERVICE CENTER .
EMPOWER Welcome Mary Jo Smith
RETIREMENT™

Last Login: 18 Aug, 2017, 12:00 PM EST

Plan ~ | Employees |- Process center ~ Compliance ~ Reports -~ Resource Center ~  File sharing

Search employee
Home ' Plar Add employee

Forms

Plan analytics Customize

Lifetime income score: my plan data 0 Participation rate: my plan data ?

Participating vs not participating

As of May 2017

y |
4 Median income goal
641:y° schieved by partisipants Dec Dy I
2018
of goal ToF I

Dec 2013 Dec 2014 Dec 2015 0 25 50 75 100

Important information and Disclosure

About managed investment sirategies
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Employees

FAQ | Contact Us My profile | Logout

— SelectFlen | My Ret tc Savi d Ret t Plan - 123456-01 )

S elect Flan y Retirement Company Savings and Retirement Plan oo
EMPOWER PLAN SERVICE CENTER

Welcome Mary Jo Smith
Last Login: 18 Aug, 2017, 12:00 PM EST

RETIREMENT

Plan ~| Employees ~| Process center ~ . Reports ~ Resource Center ~

Search employee

Home / Plar Add employee

Forms
Plan analytics Customize
Lifetime income score: my plan data ? Participation rate: my plan data ? Investment strategy balances: my 2
plan data
~ Participating vs not participsting As of May 2017

4 ma I

4 Medisn income goal
schieved by participsnts Dec orr I
2016 ToF I

Dec 2013 Dec 2014 Dec 2015 0 25 50 75 100

Important information and Disclosure
About managed investment strategies

The Employees tab allows you to:

* View employee account balance, transaction and loan information

* Search for employees in the Plan
* When an employee leaves the Plan, this is where you can add a termination date
* Termination dates should also be provided via your PDI File
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Employee Enroliment

New-hire accounts are added via the PDI file
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Eligible employees can enroll online or via telephone

In order to enroll via telephone, the employee may reach the
RetireReadyTN Call Center at 800-922-7772

In order to enroll online, the employee will need to:

1.
2.

Access the participant website at www.retirereadytn.gov

Provide the Personal Identification Number (PIN) which is contained in
the Welcome Letter

Input personal information

If not auto enrolled, choose deferral election and investment(s)

If auto enrolled, the deferral election will be 2%, and the investment will
be the appropriate Target Date Fund which most closely aligns with the
employee’s retirement date

Auto enrolled employees may opt out by entering a zero deferral %

@

Employee Enroliment

Enrolf


http://www.retirereadytn.gov/

Reports

via the Reports tab

I

——
EMPOWER PLAN SERVICE CENTER

RETIREMENT

Plan + Employees = Process center =

Home / Plan / Owvenview | Summary

Plan analytics

Lifetime income score: my plan data )

Median income goal
64% achieved by participants Dec

2016
of goal

Important information and Disclosure

RETIRE@/?EAD);

TENNESSEE’'S RETIREMENT PROGRAM

A program of the Tennessee Treasury Department | David H. Lillard, Jr., Treasurer

FAQ | ContactUs | My profile | Logout
SelsctPlan | My Retirement Company Savings and Retirement Plan - 123456-01

Welcome Mary Jo Smith
Last Login: 21 Aug, 2017, 12:00 PM EST

* Resource Center =

Standard reports

My reports
Reports
Customize
Participation rate: my plan data ) Investment strategy balances: my )
plan data
Participating vs not participating As of May 2017

MA I

Dy I
ToF I

Dec 2013 Dec 2014 Dec 2015 0 25 50 75 100

About managed investment sirategies
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Reports

By clicking on Reports and then My reports, you can access the following:
 Deferral report
— Contains deferral changes made by your employees
— Sent on a regular basis
— It is your responsibility to download the report and update your payroll file

 Loan report (if applicable)
— You will receive loan repayment information for employees that have elected to take out a loan from their
retirement account
— It is your responsibility to download the report and update your payroll file
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Deferral Report

When employees make changes to their deferral, you will be

notified via email that the report is available on the PSC
* Deferral Report is available in Reports tab under My reports
* You will receive an email from techsupport@retirementpartner.com

* If no changes have been made, the subject line will state
“0 new records”

The Deferral Report is delivered in .CSV format and provides the

following information:
* Existing employees who have made a deferral change since the
previous report was delivered
* Any employees who have enrolled since the previous report was
delivered and their corresponding deferral election

You are responsible for downloading the report and ensuring your
payroll file is correct
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Loan Report

When employees take a loan from their retirement account, you
will be notified via email that the report is available on the PSC
* Loan Report is available in Reports tab under My reports
* You will receive an email from techsupport@retirementpartner.com
* If noloans have been taken, or if there are no loans which will be paid
off within the next one to two payroll periods, the subject line will
state “0 new records”

The Loan Report is delivered in .CSV format and provides the
following information:
* Existing employees who have taken a loan since the previous report

was delivered
* Any employees who are reaching the end of their loan term within the

next one to two payroll periods

You are responsible for downloading the report and ensuring your
payroll file is correct
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Trial New Eligible Report

When new eligible employees are added to Empower via your PDI file, you will be
notified via email that the report is available on the PSC

Trial New Eligible is available in Reports tab under My reports

You will receive an email from techsupport@retirementpartner.com

If no new eligible employees are on the file the subject line will state “0 new
records”

Includes employees identified on your PDI file as eligible to enroll voluntarily or
to be automatically enrolled

Delivered in advance of the next pay period or entry date for the Employer to
review, confirm , or make corrections for eligible or non-eligible employees

For corrections Employer must contact Website Support at 800-695-4952 to
adjust participant record within four days of receipt of the report

The Trial New Eligible Report is delivered in .CSV format and provides the
following information:

New employee hires eligible to participate

You are responsible for downloading the report to take any corrective action
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New Eligible Report

After the correction period for the Trial New Eligible has expired, you will be
notified via email that the report is available on the PSC

* New Eligible is available in Reports tab under My reports

* You will receive an email from techsupport@retirementpartner.com

* Includes employees identified on your PDI file as eligible to enroll voluntarily or
to be automatically enrolled

* Reports the final list of employees included as eligible on your PDI file for
enrollment

* For corrections Employer must contact your Client Service Team at
RRTNClientService@Empower-Retirement.com

The New Eligible Report is delivered in .CSV format and provides the following
information:

* New employee hires who will be receiving a Welcome PIN letter

You are responsible for downloading the report to take any corrective action
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Trial New Eligible Reject Report

When there is incorrect or missing employee account data, you will be notified via
email that the report is available on the PSC

Trial New Eligible Reject is available in Reports tab under My reports

You will receive an email from techsupport@retirementpartner.com

Delivered after Trial New Eligible Report is complete if errors exist

Includes employees identified as needing a correction to general participant
indicative data (i.e. address information, employment dates...)

Any employee with an error will continue to be included on future reports until
the error is corrected

For corrections Employer must contact Website Support at 800-695-4952 or the
Client Service Team at RRTNClientService@Empower-Retirement.com to adjust
participant record

The Trial New Eligible Report is delivered in .CSV format and provides the
following information:

Employee account data errors

You are responsible for downloading the report to take any corrective action
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Resources

If you have questions about the PSC you can:

* Call Website Support at (800) 695-4952 between 8:30am and 8:00pm Eastern Time
* Contact your Client Management Team by clicking on the Plan tab, Contacts, then Empower
Contacts or via email at RRTNClientService@Empower-Retirement.com

FAQ | Contact Us | My profile | Logout
N . .
PLAN SERVICE CENTER Select Plan | My Retirement Company Savings and Retirement Plan - 123456-01 m
EMPOWER .
RETIREMENT Welcome Mary Jo Smith
Last Login: 21 Aug, 2017, 12:00 PM EST
Plan ~ Employees ~ Process center ) Reports ~ Resource Center = B
Qverview [
Investments & Performance int Plan - 123456-4 & Print
Administration 4
Fiduciary records ’ Type © Details
Contacts »  Plan contacts Empower Contact
Divisional contacts
Empower Contact Empower contacts Greenwood Village, CO 80111

Phone : (303)737-1000
Ext

Fax:
Email :
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Disclosures

Core securities, when offered, are offered through GWFS Equities, Inc. and/or other broker- dealers.
GWEFS Equities, Inc., Member FINRA/SIPC, is a wholly owned subsidiary of Great-West Life & Annuity Insurance
Company.

Empower Retirement refers to the products and services offered in the retirement markets by Great- West Life
& Annuity Insurance Company, Corporate Headquarters: Greenwood Village, CO; Great- West Life & Annuity
Insurance Company of New York, Home Office: NY, NY, and their subsidiaries and affiliates. The trademarks,

logos, service marks and design elements used are owned by their respective owners and are used by
permission.

©2017 Great-West Life & Annuity Insurance Company. All rights reserved. AM255619-0917
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