
The following information is needed from your employee to add them to the Church Benefits Board 
Retirement Plan in the Empower system.

If you have questions, please contact Church Benefits Board by emailing  
helpdesk@churchbenefits.org or call (770) 220-1672 

EMPLOYEE INFORMATION
First Name: Middle Name: Last Name: Date of Birth:

SSN: Gender: 

Male              Female

Job Title: Date of Hire:

Marital Status
 
Single        Married

Work Email: Personal Email: Benefits Participation Date:

Mailing Street Address: City, State: Zip Code: Cell Phone Number:

Preferred Language: Annual Salary (Taxable Income + Housing Allowance):

Adding a New Employee to Empower

This form is for your records. You do not need to submit to CBB. The following pages provide 
you with step-by-step instructions on how to create your employee’s account in Empower. 

churchbenefits.org
4860 Cox Road 
Glen Allen, VA 23060 (770) 220 -1672



 
Step-by-Step instructions to Add/Enroll Employee  

into CBB 403(b)9 Plan 
 
 
 
Screen 1 
 
1. Log in to the Empower Plan Service Center. 
2. From the left-hand menu, select Participants. 
3. Select Add Employee. 
4. Enter the employee's: 

• Social Security Number  
• Confirm Social Security Number  
• Date of Birth  
• Last Name  

5. Click Continue. 
 

 
 
 
 
Screen 2 
 
Complete all applicable fields with the employee's information. 
 
Important items to note: 

• Contact Information: Please provide both personal and work phone numbers 
and email addresses when available. Accurate contact information is important for 
employee communications.  

• Salary: Enter the employee’s annual salary, including taxable income, housing 
allowance, and SECA offset (if applicable).  

• Frequency: Select Annual.  
• Participation Date: The date the employee was eligible to receive benefits with 

CBB. 
• Division: If you have access to more than one division, be sure to select the correct 

division for the employee. 
 

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


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
Screen 3 
 
1. Click Select plan default allocation. 
2. Scroll to the bottom of the screen and click Continue. 
 
Important: Do not enter any percentages in the allocation fields. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Screen 4 
 
1. Click Submit. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
You're Done! 
Once the enrollment is submitted, the system will return you to the first screen. 
 
 
Important Notes: 
 
Existing Employee Error 
If an employee has an account within the CBB 403(b)9 plan but is associated with another 
employer, you will not be able to get through this entire process. You will receive an error 
that says this individual already exists in the system. If that happens, email our team at 
helpdesk@churchbenefits.org and we will assist. 
 
Employee Deferrals 
Deferrals or Employee Voluntary Contributions should be managed by the 
administrator/billing contact. 
Employees are required to complete a Salary Reduction Agreement and submit to the 
employer’s financial administrator. 

https://churchbenefits.org/wp-content/uploads/Final-Revised-SALARY-REDUCTION-AGREEMENT-6.3.26.pdf

