
 

 

Adding Eligible Employees 
 

For use with the Total Retirement Center (TRC) 
 

About the Add Eligible Process 
 

This resource provides the steps to add new employees to Empower Retirement’s 

system for enrollment purposes. 
 
 
 

How To Add Eligible Employees 
 

1.  Hover over the Plan Management tab and select Add Eligible Employees from 

the dropdown menu. 
 

 
 

 
 
 
 
 
 

2.  Enter the participant’s social security number and click Continue. 
 
 
 

3.  Enter the participant’s information and click Save. If you have more than one 

participant to enter, click Save and then Add New. Once all of the 

participants have been entered and saved, click the highlighted option on the 

bottom of the screen – Return to Add Eligible List. 
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4.  On the next page you will see the participant or participants that you just 

entered into the system. Please confirm their information for accuracy and 

then click on the Submit button. This will transfer the participant’s information 

into Empower’s systems. 
 
 
 
 
 
 
 
 
 
 
 

 

5.  If the information was entered incorrectly, you can click the Delete option next 

to the participant’s social security number and start the process over at step 

one. 


