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SUBMIT PAYROLL MORE SECURELY AND EFFICIENTLY

Submitting payroll files via email is not as secure or efficient as uploading them to the Plan Service Center (PSC),
Empower’s digital platform designed to connect you with the NJ DCP (Defined Contribution Plan - 524054-01)
and DCRP (Defined Contribution Retirement Plan - 524956-01) Plans’ administrative tools and functionality.

That is why there is a transition underway for your payroll files to be submitted via File Upload through the PSC
in lieu of sending them in an email.

Submitting payroll by File Upload:
+ Provides a higher degree of visibility into the payroll process.

- Allows you to access all payroll information you submitted from a centralized location.

+ Is more efficient and secure than using email.

If you work with a payroll vendor, it is your responsibility to provide this information to them.
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SUBMIT PAYROLL MORE SECURELY AND EFFICIENTLY

Required steps roadmap

e Ensure that each individual submitting payroll
via File Upload has personal access to the PSC. (If
someone needs access to the Plan Service Center
(PSC), email NJPlansPyrlUpd@empower.com.)

a No changes need to be made to your file name
or file format.

o Email your sample file to our payroll subject
matter experts to check your file’s layout
suitability within two weeks of receiving the email
about this transition.

a. Email your sample file to
NJPlansPyrlUpd@empower.com.

b. Include your PSC User ID within your email.

c. If you typically submit payroll for both the NJ
DCP (Defined Contribution Plan - 524954-01)
and DCRP (Defined Contribution Retirement
Plan - 524956-01) Plans, then both Plans' files
need to be emailed for file-layout review.

° Empower will send an email noting next steps
once the file has been received and reviewed. The
Empower team will respond to your email within
7-10 business days of receiving your file and will
confirm if the layout is in good order or if changes
are required.

If your file format is not in good order, adjust the
formatting as instructed and email it again to
NJPlansPyrlUpd@empower.com (if applicable).

Once your file format is in good order, upload an actual
payroll file via the PSC and stop emailing the file to
Empower. Click here for instructions to upload your file.

Very important: Email NJPlansPyrlUpd@empower.com
once your initial payroll file has been uploaded to the
PSC. (If you don't complete this step, there is a chance
your file could remain in validation and not processed,
which could require corrections.)

Need assistance?
Please call Client Services at 800-695-4952 (enter your applicable plan number
524956-01- DCRP and 524954-01 DCP) or email NJPlansPyrlUpd@empower.com.
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PROCESSING YOUR PAYROLL USING A FILE UPLOAD

Follow these steps to process your payroll.

File upload

+ Login to the Plan Service
Center (PSQ).

+ Select Payroll, then click
Upload payroll file on the
Plan Summary page.

+ File name convention displays
under File Name.

+ File name should not have
any spaces or special
characters.

- The asterisk (*)is a wild

card. You may use anything
in place of the asterisk.

+ Click Browse to select the
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Following are the list of files which you have been authorized to upload:

File Name

93277 T*payroll_csv

TVTTT

gpp_932777-01_p1l.csv
932777-01_testfile.bxd

93277 T-02Reestile

file to upload, then click the
Upload File button.

Steps to load your file
(remit information)

Please click the browse button below fo select a file from your PC:

File to upload Browse

We will process your file and Up
alert you of any concerns. O O
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REPORTING

Reporting

- Payroll confirmation, if set up, will go here, under File Sharing > Payroll confirmations.

Dashboard © Video help (2) & Print
7 PartnerLink

Currently viewing the Payroll confirmations folder ¢ Manage folder notifications

o - £ Refresh view
3T oplions

Plan Summary-NEW

Plan Summary Filter | Document name or keyword
£ 1 Plan
Daily administration 0 Document name » Version Category « Modified by » Modified _ Action
Participants
P ™ Audilor Document name » Varsion  Category = Modified by = Modified Action Division =
= Payroli p B Client/Extermal 1 Rem System 07 Download Flan Leve
confirm
= B Comph
B Reports . omphance
M Conversicns
-‘:?: Fiduciary Center 1 Remitt System 07, Download Flan Lave!
M Payrod records confin
D Administration S
e 1 System 7. Download Flan Leve
Contacts Document repository e confirmalions
= Resources :Flaa Implementation
ocuments
o N File Sharing M Prior Recordkeeping 1 Remittance System 07/0 Download Plan Leve!
- Reports confirmations
B Vauit

PLAN SERVICE CONTACTS

BARTICIBANTE CHALI M 2 Recordkesping
PARTICIPANTS SHOULD CAL communications 1]
1-800-7

B Loans

W Participant coniribution
kmits

B8 P ayioll akers

o
FOR ILLUSTRATIVE PURPOSES ONLY.

If you work with a payroll vendor, it is your responsibility to provide this information to them.
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Participant contribution and
loan change files (feedback)

Participant change files will be

delivered based on the way you
previously received your files. ---Original Message---
From: Website Support <techsupport@retirementpartner.com>

+ Previously sent by secure ] ) ]
A new file/report is now available for download.

email The file can be downloaded from the website at http://www.empower-retirement.com/sponsor.
— You will receive an email 1. Go to the website and log in.
remmder when the file 2. You should now be on the Plan Summary page, click on the Reports menu.
IS ready. 3. Click on the My Reports option under the Reports menu.
4

- The files will be posted on

the Plan Service Center
P nder My R rts. If you have any questions, please call Client Services at (877) 694-4015.
( SC) unde y Repo ts Client Services is available from 8:30 a.m. until 8:00 p.m. ET.

Expand the menus to locate the report on the list of available files
and click view to display or download.
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