








Getting Started 
Step 1: Connect to PlanConnect®

Go to the PlanConnect® Web Site
1. �Open your web browser and go to  

www.planconnect.com.1

2. Click on LOG INTO YOUR ACCOUNT.

3. �The log-in window will open.

Log In to Your Account
1. �Enter your User ID. 

If this is the first time you’re logging in, you will be 
using your Social Security number.

2. �Enter your Password. 
If this is the first time you’re logging in, use your 
date of birth in mmddyyyy order. 
(e.g., July 20, 1987 would be 07201987)

3. �In the drop-down menu labeled “Select Role,”  
select PARTICIPANT.

4. Click on the LOGIN button.
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1 This application is written to work with Firefox 2.0+, Internet 
Explorer 6.0+ and Safari 3.0+. While this application should work 
with browsers from Firefox or Internet Explorer that are within 
this version range, there may be versions designed specifically 
for AOL or Macintosh which may encounter problems with some 
JavaScript used in this site. Problems experienced with these 
browsers should be considered bugs in these browsers. You 
may contact your browser distributor about the problem. AOL 
subscribers may opt to use Internet Explorer or Firefox directly 
instead of going through the AOL browser. New devices such as 
wireless telephones, personal digital assistants, etc which are 
Internet accessible may not have browsers capable of properly 
navigating this site.
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1. �Create a unique User ID. Your User ID must be:

	 • �6-12 characters long and include any combination 
of uppercase or lowercase letters and numbers.*

2. �Create a unique password. Your password must be:

	 • �6-12 characters long and include any combination 
of uppercase or lowercase letters and numbers.*

3. Re-enter the password you created.

4. �You will be asked to select a verification question 
and answer. This will assist you if you forget your 
password. You will be asked to supply the correct 
answer to this question before retrieving your 
password. Please make a note of the verification 
question and answer you chose.

5. �Next you will see your personal information. Please 
ensure that the information is complete and 
accurate. The fields marked with the asterisks (*) 
are mandatory.

6. �To enter your email address simply select HOME 
or OFFICE from the drop-down menu labeled “Send 
Email confirmation to.”

7. �Then enter your home or office email address based 
on your home or office selection. 

8. �If you do not have an e-mail address, click on the 
I DO NOT HAVE AN EMAIL ADDRESS box so it is 
checked.

9. �Click SAVE AND CONTINUE. 

Enroll in Your Retirement Plan 
Step 2: Enter Your Personal Information
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* Please note all User ID’s and Passwords are CASE SENSITIVE.



1. �The next step is to enter how much you would like to 
contribute to your retirement plan each pay period. 

	 • �For assistance with determining how much to 
contribute as well as the impact it can have on  
your paycheck and your retirement savings, go to 
Planning for Retirement.

2. �In the box labeled “Enter your salary deferral 
election,” you have the option of entering your 
contribution as either a dollar amount or a 
percentage of your salary, per pay period.

	 A. �If you prefer to elect a dollar amount, click on the 
first check box so a check mark appears, and 
enter the dollar amount in the box next to it.

	 B. �If you prefer to elect a percentage of your salary, 
click on the second check box so a check mark 
appears and enter the percentage in the box  
next to it.

3. �Click SAVE AND CONTINUE. A screen with 
investment provider information will appear.

Stop and Plan

How much should I save?

How much can I save?

Try our retirement calculators at http://www.planconnect.com
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Step 3: Enter Your Contribution Amount



Before you can complete this step, you need one 
or more contracts with an approved investment 
provider(s). If you need to obtain a contract and want 
a list of your plan’s approved investment providers and 
their agents, call PlanConnect at (800) 923-6669 or 
email us at support@planconnect.com.

1. On the investment provider information screen,  
for each investment provider you select, enter the  
percentage of your total contribution you want to 
allocate to that investment provider. 

Remember, you can only select investment providers 

with whom you have contracts.

2. �When finished click SAVE AND CONTINUE.  
A screen will appear for you to review and verify  
the information you have input so far.
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Step 4: Select Your Investment Provider(s)
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Verify the Information You’ve Entered
1. �Review the information you have entered to verify 

that it is correct. Please make any corrections  
where needed.

2. �Click on FINISH.

Print the Transaction Confirmation
1. �Once you have verified the information you entered, 

a confirmation page — containing a confirmation 
number — will appear.

2. �Use your browser’s “print” function to print and 
retain the confirmation for your records.

Print the Salary Reduction Agreement 
and Give a Copy to Your Employer
1. �Your Salary Reduction Agreement is automatically 

generated with your enrollment information.

2. �Click on the TOOLS tab.

3. �From the drop-down menu that appears, select 
REPORTS. The “Reports” window will open.

4. �Click on “PlanConnect SRA 403(b)” with the 
applicable date, or the Adobe icon in the left-hand 
column next to it.*

5. �Print out a copy of the Salary Reduction Agreement.

6. �Sign and date the Agreement.

7. �Give your employer a copy of the signed agreement 
and keep a copy for your records. Your payroll 
deductions will start once your employer has 
processed, usually within two pay cycles

To view a sample Salary Reduction Agreement click here.
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Step 5: Complete Your Transaction

Sign here
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* You will need the free Adobe Acrobat Reader to view/print 
the Agreement. Acrobat Reader can be downloaded here. 



Congratulations! You’ve taken a big step toward 
ensuring you have a comfortable retirement.

Keep in mind that it is a good idea to review your 
retirement strategy annually because:

• �You may want to reallocate your contributions. 

• �You may want to change your contribution amount, 
especially if contribution limits increase.

• ��You may want to take a loan.

• You may need to take an early withdrawal.

• ��You may have had a major life change.  
(eg. marriage, birth of a child, etc.)

Your Next Steps
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