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Enrolling in the 401(k) Plan 

 
Enroll online at www.schwab.com/workplace 

 

If you’ve had an account with Schwab in the past, you will need to call Schwab at 800-724-7526 and 

have your login information re-set. 

 

 

 

Click on the Register Now button to create your profile 

 
 

If you need help enrolling in the Plan, call Schwab at (800) 724-7526. Live representatives are 

available weekdays until 8PM PST. 

 
 

http://www.schwab.com/workplace


Page | 3 

For Internal Use Only 

 

Fill out all the information required to verify your identity. Once completed, click Continue. 
 
 

 
 
 

Next, you will be asked to provide an email address so an identity verification request can be emailed 

to you. Click Continue to submit. 
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Once you receive the email, click on the link to verify your registration and to take you back to the 

login page. 
 

 

 
 
 

Next, you will be asked to verify your information by entering the last 4 digits of your social security 

number. Once entered, click Continue. 
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Enter your login credentials and set your security challenge questions to complete the registration 

process. Once entered, click Submit. 
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This page confirms your registration. Please note that you will have to log back in to set your fund 

allocations and contribution instructions. 
 

 
 

Once logged in, click Go under Self-Directed Enrollment. The next steps will let you choose 

contribution rates and investments. 

1) Designate either a flat dollar amount or a percentage contribution for your Pre-Tax 401(k) 

Base Pay and/or Post-Tax Roth 401(k) Base Pay 

a. Please note that your elected Post-Tax Roth contributions and Pre-Tax Traditional 

contributions are limited to a maximum of 75% of each paycheck. When contributing 

both Roth and Traditional, the combination of both is limited to a maximum of 75% 

each (i.e. 25% Roth + 50% Traditional = 75% total) 

 
2) Elect Yes or No for the Annual Savings Adjustment 

3) Designate a contribution percentage of your Pre-Tax 401(k) Bonus/Commission and/or Roth 

401(k) Bonus/Commission 
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a. Similar to step 1a mentioned above, there are contribution maximums for Pre-Tax 

and/or Roth bonus contributions 

4) Click Continue 
 

Note: If you opt to open a Personal Choice Retirement Account (PCRA), you will need to choose a 

mutual fund as a default until the PCRA account is open. Once the account has been established, 

you can log back into your account and update your investment elections. 
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Allocate a % on selected funds and be sure that the sum of all funds elected total 100%. Click 

Continue to proceed. 

 

 

 
Be sure to designate a beneficiary as well as a contingent beneficiary. Click Submit to see the 

beneficiary information and to finalize the enrollment updates. 
 

 

Need help calculating the impact of 401(k) contributions in your paycheck? Click here for a 

paycheck calculator (This tool will only provide an appropriate estimated of what your take home pay would be 

based on exemptions providers.) 

 
 

 
 

http://www.paycheckcity.com/
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Enrolling in the Personal Choice Retirement Account 

(PCRA) 

 

 
If you are interested in participating in the PCRA self-directed brokerage account option, go to 
Manage Account  PCRA. 

Please note that it takes 1-2 business days for the initial enrolment to be processed before you can 
open a PCRA account. 

 

 Click Open Your PRCRA link
 

 The Schwab System will walk you through the remaining steps necessary to open the account.
 

 Note: Please select “NO” for the question “Is your employer a FINRA member or a broker?” 

 It should also take another 1-2 business days for the PCRA enrollment to complete. All new 
accounts are automatically forwarded to Compliance every two weeks. If you need to request a 
trade before then, please contact Compliance directly. 

 

 Once the PCRA account is open, log back into your account at www.schwab.com/workplace. 
Go to Manage Account  Investment Instructions.

 
 Add all of part of your contributions to your Personal Choice Retirement Account (PCRA). 

Click Continue, then Submit.
 
 Once you’ve completed the change to your deferral instructions, you should receive 

confirmation via e-mail, U.S. email, or both, depending on the selected communication options.

http://www.schwab.com/workplace


Page | 10 

For Internal Use Only 

 

How to Change 401(k) Contributions 

Changes are due no later than 9pm PST on the 7th (15th of the month check) and 22nd (end of month 
check). Contribution types and amounts cannot be corrected after these cutoff dates and times. 

 
 Log- in to www.schwab.com/workplace
 Go to Manage Account  Change Contribution

 

 

 Edit your Pre‐Tax 401(k), Roth 401(k), or After‐Tax contributions on either your Base Pay 
and/or Bonus Pay and then click Save Changes.

 

Base Pay Example: 
 

 
 

 
 

http://www.schwab.com/workplace
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Important Contribution Information: 
 

 
 

 
Eligible for 

matching 
contributions 

from FI 

Maximum 
Contribution % 
Per Paycheck* 

Pre-Tax 401(k) 
Contributions 

Roth 401(k) 
Contributions 

After-Tax 401(k) 
Contributions** 

 
 

* Please note that when contributing any combination of Pre-Tax, Roth and After-Tax contributions, the 

combination of all is limited to a maximum of 75% of each check (i.e. 25% Roth + 20% After-Tax + 30% 

Pre-Tax = 75% Total) 

** After-Tax contributions are only intended for those that was to contribute above the IRS limit. 

 

Yes 

 

Yes 

 

No 

 
75% 

 
75% 

 
75% 

 



Page | 12 

For Internal Use Only 

 

How to Update Beneficiary Designations 

 
1) Log on to www.schwab.com/workplace 

 

2) Navigate to the My Profile tab, then to the Beneficiaries section: 
 

 

3) Make your designation update(s) by clicking on the Add Primary Beneficiary, Edit or 

Delete link. 

a. Please note that when establishing a new beneficiary, you will need to enter a SSN. 

 
 

http://www.schwab.com/workplace
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One-Time In-Plan Roth Rollover for After-Tax Contributions 

1) Log on to www.schwab.com/workplace 
 

2) Navigate to Manage Account then to In-Plan Roth Rollover 

 

 

3) Select that you are a U.S. citizen or U.S. resident 

a. Please note that you must be a U.S. citizen and resident to request an in-plan Roth rollover 

online or by phone. If you are not a U.S. citizen and resident, you may mail or fax your in-plan 

Roth rollover election to Schwab Retirement Plan Services, Inc. Election forms are available 

 
4) Open the Special Tax Notice document and check that you have read the notice. 

a. Please note you will not be able to move forward unless you have opened the Special 

Tax Notice document. 
 

 
 

 
 

http://www.schwab.com/workplace


Page | 14 

For Internal Use Only 

 

5) Select the amount of eligible contributions you would like to rollover and click Next 

a. If you would like to set up automatic rollovers for any future contributions, select 

On before you click Next. 

 
6) From there, follow the remaining steps to submit your election. 

 

 
Please Note: 

 

 There is no limit on the number of requests you can make. 

 Requests are generally processed within 10 business days. 
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Setting Up Automatic In-Plan Roth Rollovers for Future 

After-Tax Contributions 

1) Log on to www.schwab.com/workplace 
 

2) Navigate to Manage Account then to In-Plan Roth Rollover 

 

 

3) Select that you are a U.S. citizen or U.S. resident 

a. Please note that you must be a U.S. citizen and resident to request an in-plan Roth rollover 

online or by phone. If you are not a U.S. citizen and resident, you may mail or fax your in-plan 

Roth rollover election to Schwab Retirement Plan Services, Inc. Election forms are available 

 
4) Open the Special Tax Notice document and check that you have read the notice. 

a. Please note you will not be able to move forward unless you have opened the Special 

Tax Notice document. 
 

 
 

 
 

http://www.schwab.com/workplace
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5) Choose the Automatic In-Plan Roth Rollover Only and click Get Started 

 
6) Click On, then check the box next to “I understand and agree to the information provided” 

 
7) Click Submit to finalize your election. 

 
Please Note: You should convert your existing After-Tax balance prior to setting up automatic 

rollovers of future After-Tax contributions. Please see page 13 for instructions on how to convert 

you existing balance. 
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Checking Eligible After-Tax Contribution Balance 

1) Log on to www.schwab.com/workplace 
 

2) Navigate to My Account then to Contribution Details 

 

 After-Tax Base Pay will show your eligible contributions 

 Employee After Tax Roth Conv will show your contributions that have already been 

converted. 
 
 

 
 

 
 

http://www.schwab.com/workplace

