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Updating Employee Status to
Terminated/Retired
For use with the Total Retirement Center (TRC)

About the Termination/Retirement Notification

Termination and Retirement notifications may be updated through the TRC if this service
is included in the Service Agreement with Empower Retirement. Updates should be
provided only after the participant’s final contribution has been submitted.

How to Change Employee Statuses

Under the Plan Management top line menu, select Termination/Retirement Notification.
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Once the feature loads, follow the steps listed below:

1. Enterin the Social Security Number of the participant that you are changing the
status for and select the Next button.
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2. Most of the information for the employee will be pre-populated. If any
information needs to be changed (such as address, date of birth, etc.) you will
be able to do so in this screen.

3. Entfer the Termination/Retirement date and indicate the number of hours the

employee worked in their terminated/retired year. Once completed, select the
Next button.
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4. Once the Termination/Retirement date has been submitted, distribution
paperwork will be automatically sent to the employee the next business day.

On December 31, 2020, Empower Retirement acquired the retirement business of Massachusetts Mutual Life Insurance Company. Following an initial transition period,
Empower Retirement will become the sole administrator of this business. Empower Retirement refers to the products and services offered by Great-West Life & Annuity
Insurance Company and its subsidiaries, including Empower Retirement, LLC. Empower Retirement is not affiliated with MassMutual or its affiliates.

©2021 Empower Retirement, LLC. All rights reserved RO1639675-0521


tel:16396750521



