CHURCH BENEFITS
BOARD

How to Process Retirement Contributions

Below are the step-by-step instructions on how to submit retirement contributions. If you

have any questions, please contact the CBB team by emailing
helpdesk@churchbenefits.org.

Step 1. Login to Empower Plan Service Center https://plan.empower-retirement.com/

Step 2. Navigate to the menu on the left. Select “Create & Process Payroll Contributions”
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Step 3: Select “Create a payroll from plan data”.
“Plan data” means the system will reflect the employees you have associated with your
organization.
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Step 4: Enter Payroll Contribution Information

1. Payroll Date: This is the date on the employee’s check for that pay period

2. Division: This should default to your organization’s account. If you manage multiple
divisions or organizations, use the drop down to select the correct division for these
contributions

3. Expected Contribution Total: This should be the total amount you’re requesting to be
withdrawn from the organization’s bank account for that pay period.

4. Money Source: Select each money source that applies to your employee’s
contributions. Note: The “Last Contribution Date” column informs you of the last time
contributions have been submitted using that money source.

Step 1: Enter payroll information

Payroll date M\ YYYY Division Expected contribution total: s

P 1 WK1 Weekly v $100 O

Money source(s) *

Select the money Urce . want t

Money source Description Last contribution date

O- Your plan has both Employer Match and Safe Harbor Match money sources. Please be sure you select the correct

Step 5: After selecting your money sources, scroll down and you will see any recent payroll
contributions that have been submitted for your organization.




There are two options:

1. Continue with previous contributions
This means you want to choose a previous contribution file to “copy” the amounts so you do
not have to manually enter the data for each employee on the next screen.
Note: If this is your first contribution submission, this option will not be visible.

2. Continue without previous contributions
This means you want to continue without Empower pre-filling the money amounts based on
a previous contributions file.
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Step 2: Update your employee and contribution information

Step 3: Process and confirm your contributions




If you chose Option 1, Continue with previous contributions, a screen will pop up, and you will
select the previous payroll file you want to copy. Then select continue.
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Payroll date: 06/29
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If you chose Option 2, Continue without previous contributions, you will be directed to the next
page, Step 6.
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Step 6: Update your employee and contribution information

- Ifyou selected Option 1, Continue with previous contributions, you will see the previous
contribution amounts already entered for each employee. Please review and make sure
these amounts match your payroll records.

- Ifyou selected Option 2, Continue without previous contributions, you will manually enter
the amount of each money source for each respective employee.

- Click Continue when all data is entered and you’re ready to move to the next step.

Step 2: Update your employee and contribution information

O Use the form below to update contribution amounts and employee information, iIncluding adding newly hired

employees. before clicking on the Submit button to proceed to Step 3: Process and confirm your contributions

Payroll detail Reference number: 2861238103 Payroll date: 06/29/2026 #
Expected contribution total: $1.00 » Division: P 1 WK1 Weekly

Add Add/change money
m

Click to view Instructions

Alert *  SSN Last name First name WRIFRATVER onde EVR v
BEFORE TAX CONTRIBUTION WORKED
7 663451212 SMITH BoB8 $10 nj
r 444001234 CHEESEBUR BOBBY ~
7 332.77.7040 PITESTO LG $80.00
7 930474451 UNSGEGGS TEST $10.00
r 4 108-10-4104 WISION LUCY
4 332.77.7039 TESTBRIDGE LILLIAN
’ 115-32-6699 THOMAS ROE




Step 7: Process and confirm your contributions

1. Review the Money Source totals and make sure they match your payroll reports

2. Select and Confirm Bank Account.

a. If your organization has multiple bank accounts listed, the default account will be

shown here. You can use the dropdown to change bank accounts.

3. Enter Cash Effective Date

a. This date should match or be as close to the Payroll Date as possible. For example,
if your payroll date is Monday, October 20, your Cash Effective date should also be
October 20. However, if your Payroll Date is on a weekend or holiday, the effective

date should be the next possible business day.
b. Important Note: You cannot select a date in the past. If you are submitting

contributions after the payroll date, the soonest possible date for the payment to be
made will be reflected in the box.

If you are entering contributions before the payroll date, you can schedule this
payment to be made on a future date.

4. Select“Complete Transaction”

Step 3: Process and confirm your contributions
Reference number Division Payroll date Expected contribution (D) cash effective date (1)
total
2635764264 P 2 MNT Monthiy 1072002025 $50.00 1043072025
Review
Money source Description Total amount
BTK1 EMPLOYEE BEFORE TAX $37.50
RTHA ROTH CONTRIBUTION $12.50
Actual contribution total: £5
Account nickname Bank Bank account number Amount
OOXN22T8 - US BANK NA 000002278 $50.00 Manage bank accounts
Select or Confirm Bank Account Funding total  Additional funding needed
$50.00 $0.00
Enter Cash Effective/Payment Date
Future date cash effective date G) MM/DDIYY
— il you would ke to schedule this contribution for a later date, please enter that date here
T otherwise contributions will be effective on the date shown above
Expected contribution total (1) $50.00
Actual contribution total $50.00
Total amount to be remitted by employer 450,04
have read and accept all warmnings and noltices on this page. | have reviewed and approve all funding information
Back * Complete transaction




Step 8: Payroll Submitted
Once you Complete Transaction, click “Print Confirmation” to either print or save as a PDF.

Payroll submitted

f payroll has been scheduled for processing. Your reference number 15 2635764264

Print confirmation m




