
 
 
To initiate transfers, designate new investment elections or view current account, personal 
or loan information (if applicable), log into your retirement plan website by connecting to 
www.planlogin.com.  
 
You will be prompted for the following information: 
 Social Security Number (SSN): 
 Password:  Last 4 digits of SSN 
 
Press the <Tab> key after entering you SSN, enter your password, and either click on login or 
press <Enter>. Your password is initially set to the last 4 digits of your SSN as the system 
default.  You should change your password upon the first time you log in. 
 
If you are a participant in more than one plan, you will be prompted to select the plan which you 
would like to activate. 
 
If you elect to reset your password, the system will reset to defaults. The default user id is your 
social security number and the default password is the last four digits of your social security 
number.  After 3 failed attempts you will be locked out of the system.  If you are experiencing 
trouble logging into the web site please contact us at 1-877-401-5100 from 8:00 AM, CST to 
5:00 PM, CST, Monday through Friday – closed for Market Holidays. 
 
Upon entering, you will be at the Participant Summary Screen. 
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This page lists your address, date of birth and a summation of your account and loan balances (if 
applicable). 
 
The following menu items are available from the dark blue toolbar at the top of the screen. As 
you scroll over the heading a drop down menu will appear and list the functions applicable under 
the heading.  By clicking on the item you wish to initiate you will be brought to that screen.  
When you are finished with that item either click on <Submit> or <Reset>.  Only <Submit> will 
initiate the change that is currently on the screen.  You may print any screen at any time by 
clicking on <File>, <Print>. 
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This section gives you the ability to edit your personal information.  Please be aware that if you 
update your address, it may be overridden with data received from your employer if it has not 
been updated with them as well. 
 
It is recommended that you include and keep updated your email address.  If a current email 
address is listed you will receive confirmations via email regarding changes you make to your 
account as well as notifications when your quarterly statement is available for viewing. 
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This section allows you to change your password for the Participant Plan website. 
 
Password changes may not take effect immediately.  Try to use your current userid/password 
until it stops working.  Once your current password stops working try to use your new password.  
Be careful not to go over the limit of invalid login attempts (3) or you will be blocked from web 
access. 
 
The web login requires more security thereby requiring a combination of alpha and number 
characters (A-Z and 0-9). 
 
You should always protect your userid/password, as it is the key to your retirement account.  The 
perfect password is one that is easy to remember but complicated enough that someone else isn’t 
likely to guess it. 
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This section allows you to view your plan balances by source and by investment (by selecting the 
appropriate tab on the right side of the screen above your account summary).  In addition to the 
dollar and unit balances, the page also displays vested balance, unit value, and the “as of date” 
utilized to calculate the dollar balance.  This section may also include the estimated value of 
pending trades. 
 
Term Definition 
Vested Balance The vested balance is your accrued benefits that have become nonforfeitable 

under the vesting schedule adopted by the plan. 
 

Pending Balance The pending balance is the estimated value of a recently processed 
transaction. 

Change 
Investment 
Elections 

This will bring you to the appropriate section of the website to make 
investment election changes for new contributions. 
 

Transfer 
Investments 

This will bring you to the appropriate section of the website to transfer your 
existing balances amongst investment options. 
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This section gives you an overview of the investment options available in the plan.  By clicking 
on a fund name, you will bring up a Morningstar fund page giving you more information 
regarding the chosen investment. 
 
����������� ���� ����	�
	������	
 

	
 
This section shows your personal rate of return in total or by individual investment on a monthly, 
quarterly, and annual basis.			
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This section affects future money added to the Plan and allows you to view and change your 
current elections.  The option to change elections by source allows you a different election set for 
each source of money.  Not all plans allow for different investment elections by source so this 
option may not be available for viewing.  If the option is not available any change made will 
affect all sources of funds.   Your elections must equal 100% in total. 
 
The section also specifies the minimum and maximum election percents allowed by the plan with 
regard to election changes.  A validation of your change request will occur prior to the 
submission of the request to ensure that your entries are within the outlined minimum and 
maximum amounts. 
 
Although there is no limit to the number of election changes you may request, only the latest 
election change request received by Employee Fiduciary will be processed. 
 
You should review your account after making any changes and notify Employee Fiduciary 
immediately if any changes do not appear correct.  Any errors must be brought to the attention of 
Employee Fiduciary within 30 business days from the original request. 
 



 
 
This section (bottom of screen) transfers your existing money between funds.  Utilize this feature 
by checking the box labeled “Conform my balances in all sources to match my new allocation%” 
at the bottom of the web page. 
 
This option enables you to conform to target allocations in the same manner for all sources of 
money or conform each source individually, if the option is available in your specific plan.  You 
may be restricted from processing a “Conform To Target” due to prior transfer requests that are 
pending final processing. 
 
You should review your account after making any changes and notify Employee Fiduciary 
immediately if any changes do not appear correct.  Any errors must be brought to the attention of 
Employee Fiduciary within 30 business days from the original request. 
 
Term Definition 
“Your request has 
been processed.” 

This indicates that you have successfully entered in instructions for the 
modification to your account.  A processed request, as far as the web is 
concerned, is one which has been accepted into the database.  This request 
has not yet been processed by the plan administrator to update your account.  
This does not mean the request will be approved or that it will pass through 
the system without error. 
 

Reset This option will clear the entries prior to the submission of a request. 
 

Check Form This option will validate the participant entries in accordance to the 
minimum and maximum election percents allowed by the plan. 
 

  



Submit You will be brought to a confirmation page.  Review your changes here and 
select “continue” or the request will not be finalized.  You should receive a 
confirmation number after the request has been fully submitted.  If you have 
listed an email address you will also receive an email confirmation.  Once 
you’ve selected “continue” this option transfers your instructions to the plan 
administrator for processing. 
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There are two types of Transfer of Funds. 
 
Transfer Between Investments (screen shot above) – This option will allow you to set specific 
dollar amounts or percentages to change between selected investments.  You will have to enter 
either percentages or dollar amounts, depending on selection, in the “From” Column and 
percentages or dollar amounts in the “To” Column indicating which funds you want to move 
between investments. 
 



 
 
Rebalancing (screen shot above).  Two options: 
 

1.  Investments Based on Current Allocation Percentages - This option rebalances your 
existing money based on current investment elections.   

2.  Investments Based on New Allocation Percentages from the “Transfer type” drop-down 
menu. 

 
This option will allow you to rebalance your investments based on your current allocation 
percentages or your new allocation percentages.  If you do not have allocation percentages at this 
time then you should not rebalance the portfolio.  Selecting this option will realign the ending 
balance in each fund to equal the percentage used to allocate current contributions. 
 
Remember when you elect to transfer funds you are not updating your investment elections.  You 
are only moving existing balances between funds.  To update the funds your new contributions 
will be invested in you must go to Transactions-Investment Elections and change your 
investment elections.  Transfers move old money; Investment Election changes direct new 
money. 
 
NOTE:  If you see an  icon by a particular investment this will detail if the fund has any 
redemption fees or restrictions.  Just select the icon and the information will display. 
  



 
Term 
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“Your request has 
been processed.” 

This indicates that you have successfully entered in instructions for the 
modification to your account.  A processed request, as far as the web is 
concerned, is one which has been accepted into the database.  This request 
has not yet been processed by the plan administrator to update the your 
account.  This does not mean the request will be approved or that it will pass 
through the system without error. 
 

Submit You will be brought to a confirmation page.  Review your changes here and 
select “continue” or the request will not be finalized.  You should receive a 
confirmation number after the request has been fully submitted.  If you have 
listed an email address you will also receive an email confirmation.  Once 
you’ve selected “continue” this option transfers your instructions to the plan 
administrator for processing. 
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This section allows you to view specific transactions to your account.  You can elect to review 
specific investments, fund sources, types of activity, and status by customized time frames.  
Enter the criteria in each section that you wish to view and select Submit.  Transactions that have 
not yet settled will show as pending.   	
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This section allows you view and create reports whenever you want.  You can create a statement 
at anytime and your quarterly participant statements will be placed here within 15 business days 
after the end of each calendar quarter. 
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This section allows you print forms that you need to process distributions and other various 
transactions. 
 
	
NOTE: 
 
You can always select Help (located in the upper right hand corner of screen) for a quick 
explanation of any screen you are working on at the time. 
 
Always LOGOUT  (located in upper right hand corner of screen) when leaving the Retirement 
Plan website.  If the website is left without logging out the session is still live on the server and it 
is possible, however unlikely for someone to gain access to your account. 
 
After logging out of the Retirement Plan website, close the web browser.  This is especially 
important if the workstation is public.  Some new browsers allow you to save form entries so that 
you can use them again.  Do not choose this option on a critical form such as a login form.  This 
could give account access to others using that particular computer. 
	


