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1. Review Investment Options

a. Select the arrow to the right of “Plan Summary,” 
or select “Summary” from the menu at the 
bottom of the screen.

b. Investments will be displayed by default.
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2. Review Current Loan Balance

a. Select the arrow to the right of “Plan Summary,” 
or select “Summary” from the menu at the 
bottom of the screen.

b. Select “Loans.”
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3. Review Current and Historical Rate of Return

a. Select the arrow to the right of “Plan Summary,” 
or select “Summary” from the menu at the 
bottom of the screen.

b. Select “Rate of Return.”
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4. Transfer Between Investment Options

a. Select the three-dot icon at the right side of the 
menu, then select “Manage My Allocations” 
from the choices provided.

b. Select “View / Change Transfers” to view your 
transfers or to transfer among investments.
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4. Transfer Between Investment Options (continued)

c. Choose a Source (“Traditional Balance” or  
“Roth Balance”), and select “Percentage” or 
“Dollar Amount.”

d. For each investment from which you want to 
make a transfer, enter the desired percentage  
or dollar amount to the right of the  
corresponding balance.

e. Select “Next.”

f. For each investment into which you want to 
make a transfer, enter the desired amount in 
the “Transfer Percentage” column. If you are 
transferring into more than one investment, the 
total of the percentages in the “Transfer” column 
must equal 100%.



7

g. Select “Next.” h. From this screen, you can review your transfer 
selections before selecting “Submit.”

4. Transfer Between Investment Options (continued)
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i. A transaction confirmation will appear, indicating 
that the transfer process is complete.

j. Select “Done” to return to the Summary screen.

4. Transfer Between Investment Options (continued)
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a. Select the three-dot icon at the right side of the 
menu, then select “Manage My Allocations” 
from the choices provided.

b. Select “View / Change Future Allocations” to 
view or make changes to your allocations.

5. View / Change Future Investment Allocations
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c. From this screen, you can review your current 
allocation selections and make changes to 
your future allocations by entering the new 
desired percentage for an investment into the 
corresponding box under “Future.”

d. If you are reallocating more than one investment, 
the total of the percentages in the “Future” 
column must equal 100%.

5. View / Change Future Investment Allocations (continued)
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e. Select “Next.” 
 
 

f. From this screen, you can update your current 
balances to match your future allocations and set 
automatic rebalancing.

5. View / Change Future Investment Allocations (continued)
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g. The information icons provide useful information.

h. After making your choices, select “Next.”

i. This screen provides a summary of your changes. 
You can review them before selecting “Submit.”

5. View / Change Future Investment Allocations (continued)
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j. A transaction confirmation will appear.

k. Select “Done” to return to the Summary screen.

5. View / Change Future Investment Allocations (continued)
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a. Select the three-dot icon at the right side of the menu, 
then select “Log Out.” After you have been logged out, 
you will be returned to the Login page.

6. Logging Out
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