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Dear Plan Administrator,

Thank you for investing in the mutual funds offered by PFS Investments Inc. We are 
committed to building lifetime client relationships by helping you reach your financial 
goals.

This is your eContributions User Manual with Frequently Asked Questions (FAQ).  

If you have any questions regarding this User Manual or eContributions in gener-
al, please contact our Client Service Center at (800) 544-5445. Our Client Service 
Representatives are available to assist you Monday through Friday from 8:00 a.m. to 
8:00 p.m. ET.

Sincerely,

Primerica Shareholder Services
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Initial Setup
Step 1:  Please go to https://econtrib.bnymellon.com/econtrib/.
Step 2: Select New Web User Request Forms under the Forms tab on the home page  
  (bottom of the web page).
Step 3: Under Form Name Select eContributions Services Employer Application (POL-30)  
  and Open Form.
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Example of POL-30



Initial Setup (Continued)
Step 4: Complete Form POL-30, Print, Sign, and mail or fax the application to:

   Regular Mail     Overnight Mail
   Primerica Shareholder Services  Primerica Shareholder Services
   P.O. Box 534473    Attention: 534473
   Pittsburgh, PA 15253-4473   500 Ross Street 154-0520 
         Pittsburgh, PA 15262

   Fax: 844-568-3809

Step 5: Once the completed POL-30 form is received and processed (this may take up to 10  
  business days depending on the submission process used), an email will be  
  generated and sent to the email address provided on Form POL-30.
Step 6: This email is a Self-Registration email from donotreply@bnymellonedu.com.  Within the  
  email content, click on the “click here to register for eContributions” hyperlink.

  Please see the example of the email content you will receive from  
  donotreply@bnymellon.com to self-register for eContributions. 

Once you click on “Click here to register for eContributions”, you will see the Self  
Registration screen to register.
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Self-Registration

2

1. Enter your first and last 
name.

2. Enter your phone num-
ber (mobile number 
preferred)

3. Enter your Plan ID
4. Enter the e-mail that 

was provided when 
submitting POL-30

5. Click on the  
“Continue” button.

After selecting “continue” from the Welcome to eContributions Self Registration page, the 
“Create Your Profile” page follows as displayed above. Complete your online profile by  
following the steps below.

1. Enter First Name
2. Enter Last Name
3. Enter Office Phone
4. Enter Mobile Phone

5. The Email Address is masked.
6. Create a login ID
7. Create a Password and Confirm
8. Select “Continue”

STEPS:
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Logging In
After you select continue, you will see the “Welcome to eContributions” page below. In addition, you 
will see the upper left hand corner of your screen a message stating the following, “You are registered 
for online access successfully”

STEP 1: Enter your login ID and password you have just created.

STEP 2: Select Login.

STEP 3: Next, you will be taken to a page stating that you should expect an email in 5 - 30  
  seconds after you click continue to verify your identity and confirm email: (see below).

STEP 4: And then select “Continue”.
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After you select continue, the following page will ask for a confirmation code.

You will then simultaneously receive an email from PostMaster@domain.invalid with the subject “One 
Time Password”.  
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Logging In (Continued)

STEP 5: Open email from PostMaster@domain.invalid with the subject “One Time Password”  
  and then enter the one time code in the confirmation code box. 

Select if you would like the website to remember this computer (Yes for private access / No for public 
access).

NOTE:  If NO is selected, the user will be prompted to provide a security code the next time they  
 attempt to log in. 

STEP 6: And then select “Continue”.
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After selecting “Continue”, you will see the Self-Certification page. This page will automatically be 
generated at every login session.

STEP 1: Check the “Self-Certification” box certifying that they are an authorized user and able  
  to act on behalf of the plan in regards to submitting listbill contributions.

STEP 2; Once selected, you will see the next page displaying “Your Plan(s)”. This is the  
  dashboard whenever you first login.



Navigating through  
eContributions
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• Selecting “Plan / Timer ID” or “Listbills” from the dashboard will take you to the List Bill  
Contributions page.

• Selecting “Plan Name” will take you to Plan Details and Plan Contract.

NOTE:  Only the Authorized Plan Administrator can update / change the Plan’s address and Plan’s 
contact information.
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• If Plan Administrator would like to edit Plan Details, select the Edit button on the Plan Details 
screen and the following screen will show in edit mode.

Updating Plan Information

• Selecting the “Remitters” from the dashboard will take you to “Your Plan Remitters” page.
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Understanding Your Plans

Last Submitted:
This list the date that the 
last listbill was submitted for 
processing.

Listbills:
This is the current listbill for 
editing and submission for 
the plan.

Remitters:
This is to view previously 
submitted remitters that we 
processed.

Pending Contributions:
This flag icon indicates listbills that have been 
entered and saved but not yet submitted for 
processing.
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Understanding Your Listbill  
Contributions

1

2 3 4 5 6

7

1. Plan Name and Plan ID are listed on upper left.

2. Target Amount ($):  this is the total dollar amount of employee and employer contributions for this  
remitter period.

3. Entered Amount ($):  this is the total dollar amount entered as employee and employer  
contributions.

4. Difference Amount ($):  this is the difference between Target dollar amount (2) and Entered dollar amount 
(3).

5. ACH Info:  this displays the banking information on file with PSS in order to ACH the Listbill  
Contributions and credit employee’s account.  Only PSS can change or update this information.  Request 
for bank changes has to be submitted on the PFSI-EACH form. 

6. Status:  this displays whether this is a new Listbill or an existing Listbill currently being worked on. 

7. Active:  you can select participants who are contributing for that pay period or de-select  
participants who are NOT contributing for the pay period being Entered. 

8. Select green check mark to save each participants contribution.

9. Additional Instructions: This box is to add additional instructions the Plan Administrator would like the 
processor to know.  For example, adding a new participant who is not currently in the  
eContributions system.  Plan Administrator can include participant’s name, Social Security Number, 
account number, employee and employer contribution amount. In addition,  please include instructions 
of payroll date and when to deduct a separate ACH for the new participant’s contribution.  Please note, if 
a participant is not in the eContribution system, they cannot be added to the current listbill unless done 
manually using the additional instructions box.  Once a participant’s application is processed, they will 
automatically be added to your next listbill cycle.
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Understanding Your Plan 
Remitters
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Submit Date:

This will show all previously 
submitted listbills that have 
been processed. It will also 
include a breakdown of the 
amounts, the date and time 

Total Contribution:

This will show the total 
contribution that was  
submitted for processing 
for that particular listbill.

Total Employee  
Contribution:

This shows the total employee 
contributions that were  
submitted for processing  
for that particular listbill.

Total Employer  
Contribution:

This shows the total employer 
contributions that were  
submitted for processing for 
that particular listbill.

Submitted By:

This show the user that  
submitted that particular 
listbill for processing.

NOTE:  The Remitter page serves as a record keeping feature for the plan and allows the authorized 
user to pull previous listbills submissions for review.  The user can also click on the Microsoft Excel 
icon at the corner of the page to pull up a spreadsheet showing the same remitter information.  In 
addition, user can view and/or save information in an excel spreadsheet format.

Sample of Remitter for Previously Submitted Listbill
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Profile Page
The Profile page lists all the contact information and details for that particular user that is currently logged in and using 
the system.  This includes their name, phone number, and email address.  This information is based on each unique 
user, not the authorized person for the plan.  Profile can be updated by the user, including changing their login  
password at any time.

eContributions Forms



Forgotten Password
To update your password, Login ID, Email Address, Plan ID and Plan Type must be submitted.  Once completed an  
authentication code will be sent to the user to log in.  This process is similar to the initial set up to register and use  
eContributions.  

Logging Out
Once the user has completed their listbill submission or any other administration in the system, they can select the 
Logout option at the top of the screen.  Any additional maintenance or submissions will require the user to log into the 
system to complete any processing or maintenance
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Contact Information
The “How to Contact Us” page provides different options how to contact Primerica regarding eContributions.
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Plan Administrator
Who is a Plan Administrator?
A Plan Administrator (Admin) is an eContributions user whose ID is set up with the User Administrator role.

A user with the role of Plan Administrator cannot be set up through the eContributions application.  Plan Administrator 
user ID requests have to be submitted in writing—either in the eContributions Services Employer  
Application (POL-30) or the Change of Authorized Officer for Plan Sponsor (POL-52).  See the Forms link on the  
eContributions site.

What can a Plan Administrator do?
Only an Plan Administrator has access to the User Administration menu when logged into the eContributions applica-
tion.

An eContributions user who serves as the Plan Administrator on a plan, or plans, can perform the following  
functions via the User Administration menu for the plan(s):

View and Unlink Users:
• View a list of all active eContributions users who are linked to the same plan(s) 
• Unlink eContributions users from those plans
Add New Users:
• Set up users who do not have an eContributions user ID and link them to plans
Add Plans to Existing Users:
• Link users who have an eContributions user ID to plans

►

►

►
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View & Unlink Users
Clicking on the View & Unlink Users menu option presents to the Admin user a list of all users linked to the plans on 
which the Admin user serves as the Plan Administrator. On this screen, the  
Admin can perform the following:

• Sort: Sort the data presented in the list
• Search: Search for specific data in the list
• Unlink Users: Terminate a user’s access to a plan

How to Search

1. Click on the 

2. Enter the information to be searched in the applicable column:

• Plan / Timer ID

• User First Name

• User Last Name

• User Role

• User Email Address

3. Click on   or press <Enter>



How to Sort
1. Click on the title of the column by which you want to sort.

2. Click again to switch from ascending to descending sort. 

How to Unlink Authorized Users
1. Check the box in the Unlink User column for the user and plan that are to be unlinked.  More than one box can be 

checked.

2. Click on Save.

The following message is returned when the user is successfully unlinked. 

The selected user and plan is immediately removed from the Admin’s list and the user’s access to the plan is terminated.  
A user, who is linked to multiple plans, is included in the Admin’s list multiple times - once for each plan. 
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Add New Authorized Users
Clicking on the Add New Users menu option allows the Admin to grant eContributions access to those who do not 
already have an eContributions user ID.

After the Admin completes the process detailed below, the new user will receive an email that will provide instructions 
to set up a user ID and password.  Once the new user has completed the self-registration process, he/she will have 
access to the plans that the Admin linked to him/her.  A new user will not be included in the Admin’s list under the View 
and Unlink Users option (see above) until the new user has completed the self-registration process.

How to Add a New Authorized User
1. Select the Add New Users option from the User Administration menu.

2. Enter the new user’s information in First Name, Last Name and Email Address.

3. Select one of the three options - Auth ER User, TPA, or PFSI (rep) - for User Role. 
Note:  Authorized Administrator is not an option.  Access for people with this role cannot be granted through the 
eContributions online application.

4. In the Select Plans section, click on the plan ID for the plan(s) to which the new user has to be linked so that the 
plan IDs are moved to the right.  The list on the left consists of all plans to which the Admin is assigned as the plan 
Administrator.* The new user will be linked to any plan that is moved to the right. 
*Exception:  Users with a role of PFSI (rep) cannot be linked to either of the two 403(b) plan types—403(b) Plan and 
403(b) Plan ORP Texas Only.  When the selected User Role is PFSI (rep), plans with either 403(b) plan type are  
excluded from the list in the Select Plans section.

5. Click on Save.
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The following message is returned when the New User ID request is accepted.

The following message is returned if the Admin submits a new user request with an email address that is already  
associated with an eContributions user ID to which no plans are linked.  In this scenario, the plans that the Admin 
submits in the new user request become linked to the user’s existing ID and the user does not have to go through the 
self-registration process.

Add Plans to Authorized Existing Users
The Admin can add/link additional plans to users who are included in the View and Unlink Users list.  The User Role can 
be different than any other role(s) that the user already.
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How to Add Plans to Existing Authorized Users
1. Select the Add Plans to Existing Users option from the User Administration menu.

2. From the User list, select the name of the user to whom you are going to link additional plans.  This list is made up of 
users who are included in the View and Unlink Users list.

3. From the User Role list, select the role in which the user will serve for the plan(s) selected.  A user may serve in 
different roles for different plans.

4. In the Select Plans list that is presented after the User and User Role are selected, click on the plan(s) to which the 
user is to be linked so that they are moved to the list on the right.  The list that is presented on the left consists of 
the plans to which the selected User is not already linked under the selected User Role.  The new user will be linked 
to any plan that is moved to the right.

5. Click on Save.

The following message is returned when the request is accepted.  This information will be updated to the list on the 
View and Unlink Users screen.
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User Profile Maintenance

How to Edit User Information

1. Click on          at the top of the screen to get the Your Profile screen. 

2. Click on the Edit link.

A user with any role - Authorized Administrator, Auth ER User, TPA, PFSI (rep) - can access the User Profile Maintenance 
option when logged into the eContributions site.  This function allows the user to maintain information associated with 
his/her eContributions user ID as follows:

• Edit: Allows the user to change Office Phone, Mobile Phone and/or Email Address
• Change Password: Allows the user to change his/her password

3. Enter the information to be updated in the appropriate fields.
4. Click on Save.
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The following message is returned when the update is accepted. 

How to Edit User Information (Continued)



How to Change Password

1. Click on          at the top of the screen to get the Your Profile screen. 

2. Click on the Change Password link.

3. Enter the Current Password.
4. Enter the New Password.
5. Re-enter the new password in Confirm New Password.
6. Click on Save.

The following message is returned when the password is accepted. 
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eContributions
Frequently Asked Questions
What retirement plan types are eligible for enrolling in eContributions?
A.  SEPs, SIMPLEs, SARSEPs, 403(b)s and Payroll Deduction Plan (PDP)s.

What is the eContributions website used for?
A.  For submitting payroll remittance or listbill of employer and employee retirement plan contributions via ACH.

Can employer add additional (authorized) users for this role?
A.  Yes.  Employer can add their Third Party Administrator (TPA). Please refer to the user manual for a complete step by 
step of how to add additional users.

What type of access will these additional users have?  
A. Their access will be limited to editing or changing employee contributions and submitting listbill information for 
processing.  They will not have access to update or change contact information or bank information.  All user roles can 
change their contact profile information – no users (including plan administrators) can change banking information.

How can employer change the authorized access of additional users?
A. There is an editing feature on the website for Authorized Officer of the Employer to unlink any additional user they 
would like to remove from having access to the eContributions website regarding the employer’s plan.  Once this  
selection is made to unlink the additional user, the user will no longer be able to view the plan selection if they try to log 
into the website.  

How can employer change the individual representing the employer as the Authorized Officer?
A. New Authorized Officer needs to submit form POL-52 along with a letter of instructions on the employer’s letter head, 
stating reason for change and who the new Authorized Officer will be along with their information. This form can be sent 
via mail, fax or email.

How do I add new employee to the system?
A. New participants enrolling in the employer sponsored retirement plan need to complete an enrollment application 
with a PFSI representative ONLY.  Once that is done, the employee will be in PSS database that will link to the  
eContributions website of the employer.  The new participant will automatically be added to the list of participating  
employees. The employer can then select that employee as an active participant for retirement contributions.

How can I access the eContributions website?
A. The eContributions website can only be accessed by authorized users.  Once authorized user go to https://econtrib.
bnymellon.com/econtrib/ and complete and mail or fax form POL-30, which is the employer application for eContribu-
tions services, they will be sent a registration link to create a unique user ID and password.  Once Authorized Officer of 
the employer is set up, they can assign additional users at their discretion to have access to the eContributions website 
and their employer sponsored retirement plan.

Do you have a step by step guide to help me learn and use this system?
A. Yes.  The user manual can be accessed on the welcome page on the eContributions website under eContributions 
User Manual.  

How do I contact our PFSI representative if I need additional help?
A. If you do not have the contact information of your current PFSI representative, please call 1-800-544-5445 and our 
client service representative can assist you with that information.
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Once listbill is submitted via eContributions, how long before it’s processed and employees’ accounts credited with 
employer and/or employee contributions?
A. Once employer submits their listbill on the eContributions website for processing, if it’s before 2pm on that business 
day, listbill will be processed on that day with that business day’s trade date.  If submitted after 2pm but before 4 pm, 
listbill will be processed the next business day with the previous business day’s trade date.  If submitted after 4pm on 
that business day, listbill will be processed the next business day with the next business day’s trade date.

Are there specific days or times that I will not be able to access this system?
A. No.  You can access the system 24/7.  However, the processing time and trade date will depend on the time of day 
and day of the week in order for listbill contributions to be credited to employee’s accounts.

Who is ultimately responsible for the census and remitter information inputted on the listbill for processing?
A. The Authorized Officer of the employer is ultimately responsible for overseeing that information was entered correctly 
in the eContributions system.  In the event an authorized user was assigned by the Authorized Officer of the employer, 
the Authorized Officer representing the employer is ultimately responsible for policing any and all additional users and 
their usage.

How do I remove an employee who no longer wants to contribute?
A. If an employee wants to stop or start their employee contribution, each listbill remitter can be updated by selecting or 
deselecting that particular employee(s) and edit whether to add or remove them from that particular listbill.   
Employee will still be in the eContributions system, but they will not appear on that particular listbill if the box that’s 
marked active is deselected. 

How do I remove an employee who leaves the organization?
A. If the employee still has their retirement account link to the employer, the only way to remove them from the  
eContributions system is if the employee rollover or transfer their account to their new employer or to an individual 
account.  Their retirement account will then be unlinked from your employer sponsored retirement plan and they will no 
longer appear on your eContributions system.

How do I change the employer’s banking information or contact information on file?
A. Submit the PFSI-EACH form via mail or fax to update or change banking information.  Only one set of banking infor-
mation is allowed on file at any given time.

Will the history of all listbill remitters submitted be available in the system for me to print on demand?
A. Yes

Will participants have access to this website as well?
A. No, this is for Plan Administrators/Employers and any additional users they delegate to have access ie. PFSI  
Representative or Third Party Administrator (TPA).
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