
What is the Employer Access Program?
The Employer Access Program (EAP) is a free online service 

designed to help employers maintain and access information 
about their employees’ retirement and insurance accounts. 
From enrolling new employees and accessing retirement 
plan documents to completing retirement billing, EAP 
helps employers with the everyday administration of their 
GuideStone plans.

Employer Access is user-friendly and secure. There are 
resources to lead your administrator through the program, 
including step-by-step online tutorials.

How will using EAP benefit me?
Employer Access puts you in the driver’s seat. Some 

features available include the ability to access and update 
participant information, the ability to determine your own 
payment schedules according to your billing needs, access 
to your retirement plan documents and the ability to access 
a library of reports that will allow you to quickly compile 
information about your plan.

How does the security feature work?
Using the enclosed forms, you will authorize one person as 

the security administrator. GuideStone will give the security 
administrator access to EAP via the Internet. The security 
administrator will establish a unique personal identification 
number. The security administrator can then grant viewing 
and/or updating authority to additional users at his/her 
discretion.

If I enroll or terminate an employee in our 
retirement plans via Employer Access, do I 
still need to send the paper enrollment or 
termination form to GuideStone?

No. GuideStone does not need copies of these items. 
We suggest you keep copies of these items at your office for 
verification and audit purposes.

How does the Automated Clearinghouse feature 
work?

The Automated Clearinghouse (ACH) allows you to control 
the timing and remittance of retirement contributions. When 
you submit contributions, we will draft your designated bank 
account. This allows you to control when the payment is made.

Whom should I call if I have questions about 
Employer Access?

Our Customer Service Center will be glad to assist you 
with questions regarding Employer Access. You can reach a 
specialist at 1-888-98-GUIDE (1-888-984-8433).
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