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To begin the enrollment 
process, first go to 
workplace.schwab.com 
and select Register Now.

Then enter the requested 
personal information to 
verify your identity and 
select Continue.

Select Register Now to 
get started.

Getting started: Initiate registration process and verify your identity.

Go to workplace.schwab.com.

Enter your personal information 
to verify your identity, then 
select Continue.

https://workplace.schwab.com/
https://workplace.schwab.com/
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Select the link in the email from Schwab Retirement 
Plan Services.

After selecting Continue, you 
will receive a notification that 
an email has been sent to you.

Locate the email sent by 
Schwab Retirement Plan 
Services and click on the link 
within the email to continue 
the registration process.

Click on the link within the email 
from Schwab Retirement Plan 
Services.

Image is for illustrative purposes only. Schwab Retirement Plan Services, Inc. 1-800-724-7526
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Establish your login credentials and log in with your 
newly-created credentials.

The link in the email takes you 
back to the registration website 
where you will be asked to enter 
the last 4 digits of your SSN.

On the next screen, create your 
Login ID, Password, and Secret 
Question and select Submit.

Once you’ve established your 
login credentials, you’ll receive a 
confirmation message that 
you’ve successfully registered.

From here you can log in with 
your newly established 
credentials to begin the 
enrollment process.

Select Submit after creating 
your Login ID, Password, and 
Secret Question.

Enter the last 4 digits of your 
SSN and select Continue.

Log in to begin the enrollment 
process.

Image is for illustrative purposes only. Schwab Retirement Plan Services, Inc. 1-800-724-7526
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Review the Plan Guide.

Click here to access the Plan 
Guide.

From the enrollment page you 
can access the Plan Guide to 
learn more about the 401(k) 
Plan’s benefits and features, 
including information to help 
you select an investment 
strategy that’s right for you.

Image is for illustrative purposes only. Schwab Retirement Plan Services, Inc. 1-800-724-7526
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Select your preferred enrollment method.

Select this enrollment option to 
get a savings and investment 
recommendation.

Select this enrollment option to 
manage your savings and 
investment strategy on your 
own.

There are two enrollment 
options to choose from:

1. You can get a savings and 
investment 
recommendation by 
enrolling through the 
retirement plan advice 
service1 provided by 
Morningstar Investment 
Management, LLC an 
independent registered 
investment adviser.

2. You can chart your own 
course by managing your 
savings and investment 
strategy yourself.

Image is for illustrative purposes only. Schwab Retirement Plan Services, Inc. 1-800-724-7526
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If you choose to get a personalized saving and investment strategy by enrolling through the third-party Retirement Plan 
Advice Service, follow the steps below. If you prefer to manage your account on your own, skip to the next slide. 

Retirement plan advice option.

Step 1

• Click Enroll from your home 
landing page.

• Click to acknowledge receipt of 
the Firm Brochure & Advisory 
Agreements.

• Select Launch Tool to get 
started.

Once enrolled be sure to elect your account beneficiary(s).

Step 2

• Enter the requested information 
through the Advice Tool. Once 
entered, the  tool will:

• Calculate a target retirement 
income goal.

• Provide personalized 
recommendations on how 
much to save for retirement.

• Select the investments for 
your account from the 
investments available within 
the 401(k) Plan.

Step 3

• Review your savings and 
investment strategy information 
when presented.

• Select Submit Your Strategy to 
complete your enrollment and 
implement your savings and 
investment strategy.

• To adjust your strategy, select 
Back to make changes.

Image is for illustrative purposes only. Schwab Retirement Plan Services, Inc. 1-800-724-7526
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Manage-on-your-own option.

Select On to activate 
automatic savings increases.

Select Off to opt out of 
this feature.

Select Next to make your 
investment elections.

Enter the percentage of each paycheck 
that you’d like to contribute on a pre-
tax and/or after-tax Roth 401(k) basis. 
You can select one or both options.

Step 1

• Click Enroll from your 
home landing page

• Select pre-tax and/or 
Roth 401(k) contribution 
elections.

• Opt in or out of  Annual 
Savings Adjustments 
(see next slide for more 
details).

Image is for illustrative purposes only. Schwab Retirement Plan Services, Inc. 1-800-724-7526
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Make saving automatic with annual savings adjustments.

With the 401(k) Plan’s 
annual savings adjustment 
feature you can save more 
automatically by electing to 
increase your contribution 
rate by a designated 
percentage each year until 
you reach your desired 
maximum. 

For each contribution 
election you make, you must 
also make a corresponding 
annual savings adjustment 
election. Select On to 
activate automatic savings 
increases and Off to opt out 
of this feature.

Select On to activate 
automatic savings increases.

Select Off to opt out of 
this feature.

If you choose to activate annual 
automatic savings adjustments, your 
next step is to set your annual 
percentage increase, the month and 
day you’d like the increase to take 
effect each year, and your desired 
maximum contribution rate. Annual 
savings increases will stop once your 
maximum contribution rate is met.

Image is for illustrative purposes only. Schwab Retirement Plan Services, Inc. 1-800-724-7526
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Manage-on-your-own option (continued).

Step 2

• Enter your 
investment elections.

• Choose either the 
Asset Allocation 
Models Portfolio or 
Create Your Own 
Portfolio.

• Refer to the Plan 
Guide for ideas on 
selecting an 
investment strategy 
that’s right for you.

Step 3

• A summary of your 
elections will be 
presented; review 
and verify your 
investment elections 
shown.

• Select Submit to 
finalize your 
elections.

• To adjust your 
strategy, select Back
to make changes.

If selecting your own investments 
seems challenging, investing in one of 
the five custom risk-based Asset 
Allocation Model Portfolios may be the 
approach for you.

Select Create Your Own Portfolio to 
access the 401(k) Plan’s target date 
fund and Plan-selected fund offering.

Image is for illustrative purposes only. Schwab Retirement Plan Services, Inc. 1-800-724-7526
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Elect a beneficiary(s) for your 401(k) Plan account.

At the bottom of the Success
screen, you may proceed to 
designate your 401(k) account 
beneficiary(s).

Step 4
IMPORTANT!

• Enter beneficiary 
Information.

• Your beneficiary election 
lets Schwab Retirement 
Plan Services and Brown 
& Brown know who 
should receive your 
401(k) Plan account 
balance in the event of 
your death.

Schwab Retirement Plan Services, Inc. 1-800-724-7526

Image is for illustrative purposes only and 
none of the information constitutes a 
recommendation by Schwab Retirement Plan 
Services.



Contact Participant Services at 1-800-724-7526
from 8 a.m. to 10 p.m. ET, Monday through Friday.

12Public Information                                                                                                           Schwab Retirement Plan Services, Inc. 1-800-724-7526 

Have questions or need assistance?



Important information
1At the direction of the Plan Sponsor or Plan Administrator, Participants may have access to an advice service that can provide Participants with a retirement savings and 
investment strategy for their Plan account, furnished by Morningstar Investment Management LLC, an independent registered investment adviser and subsidiary of 
Morningstar, Inc. Recommendations are formulated and provided by Morningstar Investment Management through Morningstar® Retirement ManagerSM, an advice 
program which is intended for citizens or legal residents of the United States and its territories, and can be accessed through workplace.schwab.com. Morningstar 
Investment Management will select investment options appropriate for the Participant’s strategy from the investment options available under the Plan as selected by the 
Plan Sponsor, Plan Administrator or other Plan fiduciary. Morningstar Investment Management is not affiliated with or an agent of Schwab Retirement Plan Services, Inc. 
(SRPS); Charles Schwab & Co., Inc. (CS&Co.), a federally registered investment advisor; or their affiliates. Neither SRPS, CS&Co., nor their affiliates supervise, make 
recommendations with respect to, or take responsibility for monitoring the advice services provided to the Participants by Morningstar Investment Management. Advice 
Consultants are registered representatives of CS&Co.; not employees of Morningstar Investment Management, who may facilitate Participant access to Morningstar 
Retirement Manager, but do not provide investment advice or recommendations regarding the Morningstar Investment Management service. The term "personalized 
advice" refers to personal participant data such as age, salary, and Plan account balance, which will form the basis by which Morningstar Investment Management will 
establish the Participant’s savings and investment recommendations. Diversification and asset allocation strategies do not ensure a profit and cannot protect against 
losses in a declining market. There is no guarantee a Participant’s savings and investment strategy will provide adequate income at or through their retirement. Projections 
and other information regarding the likelihood of various retirement income and/or investment outcomes are hypothetical in nature, do not reflect actual results, and are 
not guarantees of future results. Results may vary with each use and over time. The advice service includes non-discretionary investment advice, which is available at no 
additional cost, beyond the expenses imposed by the underlying investments and the standard fees paid to SRPS, CS&Co. and their affiliates for recordkeeping and 
related services. For a complete list of investment options available under the Plan, as well as information pertaining to fees and expenses applicable to the Plan account, 
log in to workplace.schwab.com to find the most recent annual Fee and Investment Notice and any subsequent Change Notices under “History & Statements.” More 
information about fees and compensation that SRPS, CS&Co. and their affiliates receive are detailed in the Charles Schwab & Co., Inc. Advice Services with Morningstar 
Investment Management, LLC Disclosure Brochure (Form ADV Part 2A). Participants should carefully consider information contained in the materials furnished at their 
employer’s direction regarding the services provided by SRPS and its affiliates and Morningstar Investment Management, including information regarding compensation, 
affiliations and potential conflicts. The Morningstar name and logo are registered marks of Morningstar, Inc.

This information is not intended to be a substitute for specific individualized tax, legal, or investment planning advice. Where specific advice is necessary or appropriate, 
you should consult with a qualified tax advisor, CPA, financial planner or investment manager.

Access to electronic services may be limited or unavailable during periods of peak demand, market volatility, systems upgrades, maintenance, or for other reasons.

Schwab Retirement Plan Services, Inc. provides recordkeeping and related services with respect to retirement plans and has provided this communication to you as part 
of the recordkeeping services it provides to the Plan.

©2022 Schwab Retirement Plan Services, Inc. All rights reserved. ((1220-09FU) 05/22
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