
Updating Census on the Plan Website


1. From the Homepage, select Employee from the top of the page.
[image: ]

2. Click Add a New Employee if you are adding a new hire.
Note: When adding a new employee, all indicative data will need to be entered in order to save.

3. Click Select an Employee to update information for a participant already in the system.

4. To select the employee you want to edit, either select them from the list on the left or enter the SSN, first name or last name of the person you are needing to update.

5. Click Continue.
[image: ]

6. To edit the information, click the Edit button on the right side of the screen. All fields will become editable except the Social Security Number.
[image: ]

7. Once you have entered in all the necessary information, click Save at the bottom of the page. 
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8. If you are missing any information, a pop-up window will appear letting you know what data you need to enter before you can move forward.
[image: ]

9. [bookmark: _GoBack]Enter in the needed data, click Save and a confirmation number will appear.
[image: ]
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First Name
TEST

Social Security Number

200000112

Date of Birth
06/18/1970

Address
200 DRYDEN ROAD

PA

GENERAL EMPLOYEE INFORMATION

Gender

Not Reported

Zip Code
(Zip+4 requires a dash)
19025

Last Name
CSEAFFCV

Employee Number

Marital Status
Not Reported

city
DRESHER

Country

Foreign Postal Code
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EMPLOYMENT INFORMATION

New Location

I your company has several locations, you may assign 2 location or ste code.
10 use when submitting data.

Estimated Annual Compensation
Your estimate based on your plan document.Ifleft blank or less than $2001,
an enrollment brochure will not generate for this employee.

0

Enrollment Eligibility

Not Reported v

Existing Location
Ifyour company is divided between several locations, you may choose a
location or site code to use when submitting data.

0001 0001

Insider
Any employee in a retirement plan that has access to privileged or non-p
information that may affect the company's stock.
No
Participation Status Code

Eligible/Not contributing

[x
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Employee Updated Successfully!

Your confirmation number is

You have updated information that may have affected the employee's eligibility. Click here to return to the edit employee
screen to review their eligibility information and make additional updates, if necessary.
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Select an Employee

You can select an employee from the following list: To search, please enter either the employee's entire Social

Security Number or a partial first or last name and click

CSEAFFCV,, TEST - xooc0c-0112 Conie.

DE. XAEXCKPOEC,, TEST - x00¢-xx-2010 fa] N =

PCRP4, TEST - 000106 7865 Social Security Number (x0030000

PPTB1, TEST - x000xx-4593

PPT C1, TEST - 00300104

QMEPKBKQMSP , TEST - xo0x0¢-1485 v

QMEPKBKQMSP , TEST - 00300101
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