
Administering State 
ORP online through 
Retirement Manager

Retirement Manager is an online administrative tool that allows State ORP participating 
employers to upload payroll files, submit contribution lists, process participant corrections 
and securely send payments to Corebridge Financial. Visit corebridgefinancial.com/rs/
myretirementmanager and refer to this guide to get started. 

I Providing banking information 2

II Uploading a payroll file 3-4

III Submitting contribution lists 5-6

IV Submitting participant corrections 7-8

V Sending payments for previously submitted files 9

Questions? We’re here to help. 

If you need assistance with or access to Retirement Manager, contact Janet 
Campbell at janet.campbell@corebridgefinancial.com. 
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I Providing banking information 

1. Select ACH Maintenance.  
If funding via Debit ACH, you 
must add banking information 
before uploading files. Select 
ACH Maintenance under the 
Site Administration tab to 
get started. Once this step 
is completed, it will not be 
required again unless your 
banking information changes

2. Choose your plan(s). 
To update banking information, 
click on Select Plan from the 
drop-down menu and choose 
the plan for which you are 
adding banking information. 
Banking information must be 
entered separately for each plan. 

3. Enter remittance and 
banking information.    
Choose your Remittance 
Frequency with advance 
processing day details, select 
your Next Remind Date 
(typically the next payroll date), 
and enter your bank account  
and routing numbers, then  
click Submit.
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II Uploading a payroll file 

1. Select Upload a File.  
This allows you to submit a 
payroll file with contributions 
for a group of participants. 
To submit your file, select 
Upload a File under the Site 
Administration tab. 

2. Upload your file. 
From the file type menu,  
select Common Remitter  
File, then select Browse to 
locate your remittance file  
on your computer.

3. Select your file.  
Select the file you want to 
upload then click Open.

 

 

 

9 3

 

 

/

 

 



4. Provide your contact 
information.  
Enter your contact information 
and comments, if needed, then 
click Submit.

 5. Review file totals.  
Review file totals for accuracy. 
Click Submit File Only if you 
are funding at a later date or by 
check or wire. To submit a Debit 
ACH payment with your file, 
click Submit ACH Payment. 

6. Review file status and  
past  files.  
To view the status of your file 
and previously submitted files, 
select View File History under 
the Site Administration tab.  
You can edit the date range,  
as needed. 
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III Submitting contribution lists 

1. Select Contribution List.   
This allows you to manually 
enter contributions for a few 
participants. When you are ready 
to submit your contributions, 
click Contribution List under the 
Site Administration tab.

2. Update paycheck date and 
add participants.  
Update the Paycheck Date and 
add any additional participants 
to the list by clicking Add. You 
should only add participants 
who have an existing State ORP 
account with Corebridge. If a 
participant exists, the system will 
recognize and display their SSN 
as you enter in the information.  
If a participant does not 
populate, please contact Janet 
Campbell at janet.campbell@
corebridgefinancial.com.

3. Enter and save participant.  
Enter the participant information 
and click Save New Participant.
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4. Update contribution amounts.   
Update the contribution  
amounts for each participant  
and click Save and Continue.

5. Review totals and  
select funding. 
Review totals for accuracy. 
Select Submit Contribution List 
Without Funds if you are funding 
at a later date or by check or wire.  
To submit a Debit ACH payment 
with your list, click Submit  
ACH Payment.

6. Check past files.  
To review past files or 
contribution lists, click View 
File History under the Site 
Administration tab and edit 
the date range as needed. 
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IV Submitting corrections 

1. Select Online Correction.  
If a contribution was submitted 
incorrectly or missed, you can 
complete an online correction.   
Under the Site Administration 
tab, click Online Correction. 

2. Add the participant(s).  
After the online correction form 
opens, click Add and enter the 
participant SSN. 

3. Enter correction details.   
Enter paycheck date, 
contributions by type and click 
Save and Continue. Make 
sure to input the difference for 
each contribution source. If 
you are submitting a negative 
correction, enter the negative 
sign in front of the entire 
amount. For example, if you 
submitted a $50 employee 
deferral on the remittance file 
but it should have only been 
$40, submit a correction for -10 
in the employee deferral field.
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4. Review confirmation pages.    
Follow the prompts to review 
the disclaimer and click Ok to 
confirm you understand and want 
to continue. 

5. Review and submit corrections.  
Review the totals and if  
correct, check the Send Data  
to Provider(s) box before  
selecting Submit Corrections. 
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V Sending payments for previously submitted files   

1. Select Send Payment.  
To approve funding for a file 
that was previously submitted, 
select Send Payment on the Site 
Administration tab.

2. Elect to approve or discard.   
On the Send Payment screen, 
you can elect to approve funding 
for a file that was uploaded or 
elect to discard the funding/file. 
Once the funding is approved, 
the file will be removed from this 
screen and the payment will be 
sent via Debit ACH. 

scstateorp.corebridgefinancial.com  1.800.448.2542

We’re here to help you take action

This material is general in nature, was developed for educational use only, and is not intended to provide financial, legal, fiduciary, accounting or tax advice, nor is it intended 
to make any recommendations. Applicable laws and regulations are complex and subject to change. Please consult with your financial professional regarding your situation. 
For legal, accounting or tax advice, consult the appropriate professional. Guided 

Annuities are issued by The Variable Annuity Life Insurance Company (VALIC), Houston, TX or The United States Life Insurance Company in the City of New York (USL), 
New York, NY. Guarantees are backed by the claims-paying ability of the issuing insurance company and each company is responsible for the financial obligations of its 
products. Beginning January 1, 2026, USL will be Corebridge Financial’s sole authorized issuer of new annuities in New York. 

Securities and investment advisory services offered through VALIC Financial Advisors, Inc., member FINRA, SIPC and an SEC-registered investment adviser. 

VALIC Retirement Services Company provides retirement plan recordkeeping and related services and is the transfer agent for certain affiliated variable investment options. 

All companies above are wholly owned subsidiaries of Corebridge Financial, Inc. 

Corebridge Retirement Services, Corebridge Financial and Corebridge are marketing names used by these companies. Learn more about our affiliated companies: 
corebridgefinancial.com/names. 

© Corebridge Financial, Inc. All rights reserved.
VC 40897 (08/2025) J1742008 ER
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