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Welcome to the Online Enrollment Guide – your instructional 
path to easily set up your retirement account online. Here's 
what you'll find in this guide: 
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Getting Started 
To get started with online enrollment, 
you'll: 

1. Log in. 
 

2. Set up your security questions. 
 

3. Change your temporary user ID and 
password. 

 
4. Select an enrollment method. 

Logging In 
1. Make sure you're using a supported 

browser: Internet Explorer 9 or later 

The latest version of Chrome, Firefox, or 

Safari 

2. Go to www.WebAccountLink.com 
 

3. Enter your temporary user ID and 
password. 

 

User ID: Your Social Security number 
(SSN) without dashes or spaces. 

 
Password: The last four digits of your 
SSN. 

 
4. Click Login. 

http://www.webaccountlink.com/
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The Five Steps to Enrollment 
Once you choose to start the online enrollment process, you will need to complete the Five Steps to 
Enrollment. 

 
To move to a different step, click the step name at the top of the page (under the step number). Your 
entries are saved when you leave a step, but your enrollment will not be complete until  you click Finish  
at the end of the Confirmation Step. 

 
On each page, required fields are marked with an asterisk (*). 

 
 
Step 1. Account Setup 

In this step, review your account and personal informati on and make updates as necessary. 

The Account Setup page is divided into three sections: 

• Confirm Personal Information 
 

• Confirm Email 
 

• Lost Password Questions 
 

You already completed the first two sections as part of Getting Started on Page 3. You can also 
update your user ID, password, or security questions. 

 
 

Confirm Personal Information 

In the last section, review the existing informati on, if any, and complete the remaining fields. 
 

1. Make sure any existing informati on is accurate and update as necessary. 

2. Email fields: Enter your Personal, Office, and/or Other email addresses. If you enter Office or Other 
addresses, you can choose to have email confirmations sent to one of those addresses instead of to 
your Personal address. 

 
3. Create updated User ID and Password. You will set a new password that must be between 6-8 

alphanumeric characters. 
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Setting Up Security Questions 
The first time you log in, you will provide answers to four security questions. Your answers are used to 
verify your identity if you need to retrieve your password or if you log in from an unfamiliar computer. 

 
 
 

1. Question: Select the question you would like to be asked. 
 

2. Answer: Enter the answer to that question. Answers are case sensitive, so you will need to 
remember how you answered them. Usually, it is easier if you enter your answers in either all 
uppercase or all lowercase. 

 
3. Complete all four questions and answers. 

 
4. Click Submit. 
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Step 2. Beneficiaries 

In this step, designate whom will receive the money in your retirement account upon your death. 
 

It is a good idea to designate at least one beneficiary, especially if you are unmarried. If you do not 
have a beneficiary and you're married, your account will go to your spouse. If you are unmarried or do 
not have a surviving spouse, the plan document has ordering rules that govern the payment of your 
account. 

 
Beneficiary designation can have important tax and legal ramifications. You may want to consult with 
your personal financial, tax, or legal advisor before proceeding. 
1. Beneficiary type: For the first beneficiary, select Primary . 

 
2. Enter the remaining beneficiary information. 

 
3. If you want to have multiple beneficiaries, click Add Additional Beneficiary to add another 

beneficiary section. 
 

4. Beneficiary type: For additional beneficiaries, select Primary or Contingent. A contingent 
beneficiary will only receive a benefit if all primary beneficiaries are deceased. 

 

5. Percent of benefit payable: Enter the percentage of your account that should go to each beneficiary. 
The percentages allocated across all primary beneficiaries must total 100% . Similarly, if you 
designate contingent beneficiaries, the percentages for all contingent beneficiaries must total 100% . 

 
6. When the beneficiary section(s) are complete, click Next to continue to Contribution Election. 
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Not sure you want to start 
making contributions? 

Contributing to a pre-tax retire- 
ment plan not only helps you to 
save for the future, but also 
lowers your taxable income, 
which can lower your tax bill. If 
you're wondering how contri- 
butions will affect your income, 
click the link in the What's your 
Contribution Impact? box to try 
out our handy Take Home Pay 
calculator. 

 

Step 3. Contribution Election 
In this step, specify how much of your gross wages you want to contribute to the plan each pay peri od, 
between zero and your plan's maximum amount. Your plan maximums are shown at the bottom of the 
Rules and Criteria box. 
1. Pre-tax Contributions: These are pre-tax contributions to 
your 401(k) plan. 

 
Action: Select whether or not you want to begin making contributions to 
the plan. If you don't want to make contributions, skip the two fields below. 

Percent/Dollar: Select whether the contribution will be a 
percentage of your gross wages or a fixed dollar amount. If this 
field is disabled (dimmed), then your plan allows only the 
contribution type that is already selected. 

 
New Contribution Rate: Enter a whole number ending in 
“.00” (for exampl e, 3.00 percent or $225.00 dollars). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Roth Contributions: These are after-tax contributions to a Roth 401(k) plan. If your plan offers a Roth 
401(k) and you want to contribute to it, complete these fields in the same way as for Pre-Tax 
Contributions. 

 
3. Other contributions: If you made contributions to a previous employer's 401(k) or 403 

(b) plan in this calendar year, enter the total amount of those contributions. Your total 401(k)/403(b) 
plan contributions this year to this plan and any previous employers' plans cannot exceed the IRS 
maximum. 

 
4. Click Next to continue to the Investment Selection area. 



8 

Step 4. Investment Selections 

In this step, select the funds where your contributions will be invested. 

1. Click a fund name to see more informati on about that fund. If you require assistance, contact your
plan advisor after you complete the enrollment process. You can change your investment elections at
any time.

2. New Election: Next to each fund in which you want to invest, enter the percentage of your total
contribution amount (including any employer contributions) that will go into that fund.

3. Make sure the Total allocation percent is 100% .

4. Click Next to continue with the next step, Confirmation.
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Step 5. Confirmation 

In this step, carefully review your 
entries. 

1. If you need to change any of your entries, click Edit in the section you need to
change.

2. When all entries are correct, click Finish.

Congratulations! Your Online Enrollment is complete! 

You will receive a confirmation at the email address you chose to have confirmations delivered. 

Click Continue to access the plan website. 
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