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How to Use the Online Participant Portal 
 

Welcome to Definiti 
During an online session in the Participant Portal, you can: 

 View a summary of your account 

 Change the amount deducted from your paycheck (if allowed by your plan) 

 Change your investment elections 

 Transfer balances between funds 

 Rebalance your account 

 View transaction history on your account 

 Review web change requests 

 Estimate how much you will need during retirement with the Retirement Calculator 

 Review the performance of the funds in which you have invested 

 Elect how you would like to receive your statements 

 Rollover outside assets into the plan (if allowed by your plan) 

 Get help accessing your account or navigating the website 

 

How to Login to Your Account 
 Visit http://planaccess.definiti.com  

 Your username is your Social Security Number (without dashes)   

 Your password is the last four digits of your Social Security Number  

 You will be prompted for a one-time PIN confirmation 

 Verify or update your personal information and email address, create a unique username and 

password, then click NEXT 

Always use the Logout button to end your online session.  

HELPFUL TIPS 
 When you request a change, you will receive a confirmation number which you can use to reference 

the transaction in the future. 

 Requests, while processed in the database, may not take effect immediately. 

 If you have problems logging in immediately after changing your ID/Password, please revert to your 

previous ID/Password and try again. 

  Call (888) 744-4015 if you need further assistance. 

Important Disclosure Information 

Dollar amounts transacted may differ from the amounts requested due to market price fluctuation. 

Investment returns are quoted on a total fund basis; individual returns may differ due to timing of activity in 

your account. 

http://planaccess.definiti.com/
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How can I get a quick view of my retirement account? 
 Access your retirement account online  

 On My Dashboard screen, view Summary 

The top portion of the screen will give you a visual view of your total account balance by fund. The bottom 

portion of the screen will provide you investment, Fund ID, Performance, balance, and any recent activity. The 

Dashboard also allows you to pull up performance models by 1-year, year-to-date, etc. 

 

How do I make changes to my deferral percentage? 
Some plans offer you the option of changing the amount/percentage that is deducted from your paycheck via 

the Definiti participant website. If you plan allows this, you can change your contributions rates using the 

following process: 

 Access your retirement account online 

 In the Contribution Rate box, click Change How Much You Contribute button 
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 Click either Edit Pre-Tax or Edit Roth 

 

 
 

 Select Stop Contributions or Change Your Contributions 

 

 
 

 Select either $ Dollar Amounts or % Percentage, then enter your new Per Pay Contribution Rate 

(in the Pre-Tax text box) and click Next when completed. 
 

 
 

 You’ll see an overview of your changes to verify everything looks correct. 
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 Click Submit then Done.  Once your changes are submitted, you’ll see a confirmation number that 

you can refer to for research purposes, and a final overview of your new contribution rate change.  

You will also receive a confirmation email confirming the changes have been submitted. 

 

 

How do I make Investment Direction Changes? 
 Access your retirement account online 

 Click Manage Account 

 Then Manage Your Investments 

 Click Change Elections 

 Enter your new investment election. The New Election column must equal 100% 

 Click Next 

 Verify changes 

 Click Submit then Done 

 Once you submit your changes, you will receive a confirmation email 

This step will change how new contributions will be invested after you have changed your investment election 
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How do I make an Investment Transfer? 
 Access your retirement account online 

 Click Manage Account 

 Then Manage Your Investments 

 Click Move Money 

 Select Percentage to Percentage from the drop-down menu 

 Enter the percentages to transfer 

 Click Next 

 Verify changes 

 Click Submit then Done 

 Once you submit your changes, you will receive a confirmation email 

 

  
 

How do I create a Recurring Rebalance transaction? 
 Access your retirement account online 

 Click Manage Account 

 Then Manage Your Investments 

 Click on Rebalance 

 Click on Make Changes under the Recurring Rebalance Section 

 Choose how often you would like to rebalance from the drop-down menu 

 Select a day to rebalance your portfolio 

 Set date of first rebalance 

 Enter threshold percentage for rebalance 

By entering a threshold percentage, you are requesting that the rebalance only occur if the difference between 

your allocation percentage for any account and your current balance in that account exceeds the entered 

percentage. Should ALL accounts fall below the threshold when the difference is calculated, no transfer will 

occur. 

 Click Next 

 Verify changes 

 Click Submit then Done 

 Once you submit your changes, you will receive a confirmation email 

Set up a recurring transaction to make your ending balance in each of your funds match your future 

investment election percentage. Please note that the Recurring Rebalance always occurs on the 20th of the 

month. 
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How do I create a transaction to Conform Ending Balance? 
 Access your retirement account online  

 Click Manage Account 

 Then Manage Your Investments 

 Click on Rebalance 

 Click on the Make Changes under the Conform Ending Balance Section 

The first screen shows you how the money in your account is invested and compares it to how your funds will 

be invested by making the change.  

 If the investments selected are ok, click Next 

 If not correct, click Cancel. 

The next screen allows you to turn on the Recurring Rebalance feature. Please follow the instructions above 

for this section.  

 Click Next. 

The next screen explains the Market Timing Rules.  

 Read through the rules and click Next. 

 Verify changes 

 Click Submit and Done 

 Once you submit your changes, you will receive a confirmation email 

The ending balance in each of your funds will be realigned to match your future investment election 

percentages. 

How do I create a transaction to Conform to Target? 
 Access your retirement account online  

 Click Manage Account 

 Then Manage Your Investments 

 Click on Rebalance 

 Click on Make Changes under the Conform To Target section 

The pie graph on the left shows you how your funds are invested currently, you can select how you want your 

funds to be invested on the bottom of the screen. Make sure your totals add up to 100% 

 Click Next 

The next screen allows you to update your Investment Election to match your transfer target Percentage. 

 Select Yes or No 

 Click Next 

 Review Market Timing Rules 

 Click Next 

 Verify changes 

 Click Submit and Done 

 Once you submit your changes, you will receive a confirmation email 

Realign the ending balance in each of your funds to make them match your specified target percentages. 
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How do I view my transaction history on the website? 
 Access your retirement account online  

 Click Manage Account 

 Click Transaction History 

The top portion of the screen allows the user to select from drop down boxes to define their search criteria, by 

selecting Investment, Source, Transaction to display, Transaction status, Start Date and End Date. The 

bottom half of the screen displays the transactions which meet the selected criteria. If no transactions meet the 

criteria, no transactions will be displayed. 

   

How do I view web requests that I have entered online? 
 Access your retirement account online 

 Click Manage Account 

 Click Web/VRU Requests 

The top portion of the screen allows the user to select from drop down boxes to define the search criteria, by 

selecting Transactions to display, Transaction status, From (MM/DD/YYYY), and Confirmation. The bottom 

half of the screen displays the transactions which meet the selected criteria. If no transactions meet the 

criteria, no transactions will be displayed.  

  

 

How do I access the Retirement Calculator? 
 Access your retirement account online 

 Click Performance 

 Select Retirement Calculator 

Use the retirement calculator to estimate your income and savings that you will have when you retire. The 

results will identify if your current savings will last through your retirement years and give you a cash flow of 

what your estimated balance will be for each year. 
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How do I access my Rate of Return? 
 Access your retirement account online 

 Click Performance 

 Click Your Rate of Return 

The Personal Rate of Return can be calculated on a Monthly, Quarterly or Annual Basis. You can also select a 

Begin and End date. 

  

How do I access Historical Investment Returns? 
 Access your retirement account online 

 Click Investments 

 Click Investment Information 

 Select Investment returns from the drop-down menu 

The Investment Information table will show you which period the returns are for each of the investments (i.e., 

3-month, Year to Date, 1 year). 

How do I request to receive my Quarterly Statement via paper, electronically or both? 
 Access your retirement account online 

 From the top menu bar, select Forms & Reports, then select Reports from the drop-down menu 
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 Select how you would like to receive your statements be choosing one of the options listed 

 Click Submit 

 

 
 

Do you have funds to rollover into the plan? 
 Please contact your HR to obtain a copy of Definiti’s Rollover Request Form 

 The Rollover Request Form provides instructions for the participant and the plan sponsor on how to 

rollover funds into the plan 

 If you have any questions, please call the Definiti Participant Service Center at (888) 744-4015 

What if I have questions relating to the website? 
 Access your retirement account online 

 Call the Definiti Participant Service Center at (888) 744-4015 
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