
RetireReadyTN 

Plan Service Center 



Contents 
• What is the Plan Service Center (PSC)?  

• Accessing the Plan Service Center 

• Payroll Processing 

– Steps to upload your Payroll Data Interchange file 

• Employee Data 

• Reporting 

 

2 



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: 
1. Plan 

2. Employees 

3. Process center 

4. Reports 
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Accessing the PSC 
via https://plan.empower-retirement.com/ 
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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 
• You can obtain the form by: 

• Calling Website Support at (800) 695-4952 
• Contacting your Client Service Team at 

RRTNClientService@Empower-Retirement.com  

• User IDs are individually assigned.  
• User IDs of former staff members should be 

terminated by emailing the Client Service Team at 
the e-mail address listed above.   

• New employer staff will require a PSC 
Authorization form so as to be issued a unique PSC 
Username. 
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Registering  

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

1. Register your account 

2. Choose and answer security questions, that will help protect your account 

3. Confirm Plan accounts (98986-02=401(k);  98986-01=457) 

4. Create a unique username (optional) 

5. Contact Website Support at 800-695-4952 for assistance or password resets 
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Logging in to the Plan Service Center (PSC) 

Once you have registered, please 
enter your Username and Password 
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PSC – Home Page 

Median Lifetime Income score Year over year participation rate 
amongst your employees 

Investment strategies 
amongst your employees 
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Payroll Processing 
via the Process Center tab 



Getting started:  Transmitting your own Payroll Data     
Interchange (PDI) file 

Selecting Transmit your own file will allow you to upload and process your own PDI 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) 
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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 
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Steps to upload your PDI file (cont’d) 

Step 2:  Browse to select the payroll file you wish to upload 
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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” 
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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. 
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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” 
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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” 
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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” 
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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” 
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Steps to upload your PDI file (cont’d) 

• 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” 
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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… 
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Payroll  Data Interchange Data Requirements 
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Employee Data 
via the Employees tab 

22 



Employees 

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 Enrollment 
• New-hire accounts are added via the PDI file 

• 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. Access the participant website at www.retirereadytn.gov  

2. Provide the Personal Identification Number (PIN) which is contained in 

the Welcome Letter 

3. Input personal information 

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

5. 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 

6. Auto enrolled employees may opt out by entering a zero deferral % 
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Reports 
via the Reports tab 



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 no loans 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 

 
 

29 

mailto:techsupport@retirementpartner.com


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  
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Disclosures 

Core securities, when offered, are offered through GWFS Equities, Inc. and/or other broker- dealers. 

GWFS 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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