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Enroll Online: FIRST TIME LOGIN
Go to www.benefitguard.com/login.  If you are logging in for the first 
time, your User ID is your social security number and your password is the 
last four digits of your social security number.  Make sure you select
“Participant” as the role, and then click “Log in.”

Home Account Info Tools Enrollment Toolbox
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Be sure to select
“Participant” as the role 

from the drop down menu 



Enroll Online: Step 1
Enrolling online is the fastest and easiest way to get started saving for   
your retirement.  Our online wizard will walk you through 4 simple steps. 

Items marked with an asterisk(*) must be completed before you can proceed to the next step.

Establish your User name
(alphanumeric digits, case-sensitive)

Establish you Password
(6-8 digits, case-sensitive)

Re-enter Password

Remember your Username and Password.  You will need them to access your account via the plan website in the 
future.

Home phone number

Office phone number

Other phone number

If you would like to receive confirmations of transactions, please fill out the following information:

       I do not have a e-mail address

Send Email confirmation to:

Home Email

Office Email 

Other Email

Be sure to continue through all steps of the enrollment process until you receive confirmation that your enrollment 
is complete.  If you cancel or close your browser before completing the processed, your enrollment will not be 
processed. 

Step 1 of 4: Personal Information

Home Account Info Tools Enrollment Toolbox

(         )         -  
(         )         -         ex   
(         )         -       

Be sure to enter your email 
address to receive automatic 
email confirmations of any 

transactions you make online
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Enroll Online: Step 2
Designate your beneficiaries in Step 2.  You can specify your primary    
beneficiaries as well as your contingent beneficiaries (your beneficiaries if 
your primary beneficiaries are no longer living at the time of your death).

This designation can have important tax and legal effects: you may wish to consult your advisor before continuing.

PRIMARY BENEFICIARY

	 Name (First Last)

	 Percent (%) of benefit payable to this beneficiary
	
	 Relationship

	 Date of Birth (mm/dd/yyyy)

	 Home Address

	 Address Line 1

	 Address Line 2

	 City

	 State

	 Postal Code (Zip)

	 Country

	 Social Security Number (optional)

Step 2 of 4: Designate Your Beneficiaries

Home Account Info Tools Enrollment Toolbox
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Enroll Online: Step 3
Specify how much you want to contribute each pay period to your plan.  If 
you’re not sure, use the retirement calculator to determine how much you 
need to save to be ready for retirement.

Maximum deferral percentage permitted in this plan: 100.00%

IRS Limit on 401(k) contributions in 2011: $16,500.00.

IRS Limit on “catch-up” contributions* in 2011: $5,500.00.

*You must be age 50 or older by December 31st of this year in order to make “catch-up” contributions

Enter your salary deferral election:

	 PRE-TAX CONTRIBUTIONS
	 I wish to contribute the following amount each pay period to the plan, subject to the limits above.

	
	 ROTH 401(K) CONTRIBUTIONS
	 I wish to contribute the following amount each pay period to the plan, subject to limits above.

Step 3 of 4: Contribution Limits

Home Account Info Tools Enrollment Toolbox

Enter a minimum of 0.00 dollars.

Specify a percentage between 0.00% and 100.00% in interments of 
whole percentages.

Enter a minimum of 0.00 dollars.

Specify a percentage between 0.00% and 100.00% in increments of 
whole percentages.
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Enroll Online: Step 4
Confirm your selections and you’re done. 

Personal Information

Username:

Verification Questions:

First Name

Last Name

Date of Birth (mm/dd/yy)

Date of hire

Address Line 1

Send Email confirmation to:

Salary Deferral Elections

PRE-TAX CONTRIBUTIONS

Deduct 0.00 each pay period.

ROTH 401(k) CONTRIBUTIONS

Deduct 0.00 each pay period. 

Beneficiary Designations

IF YOU DO NOT DESIGNATE ANY BENEFICIARIES, YOUR ACCOUNT WILL BE DISTRIBUTED IN ACCORDANCE TO 
PLAN PROVISIONS IN EVENT OF YOUR DEATH.

If your enrollment information is correct, click below to submit your enrollment request

Step 4 of 4: Review and Confirm all your Entries

Home Account Info Tools Enrollment Toolbox
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View Your Account Summary
Once enrolled, get summary account information at-a-glance including 
your current account balance, your investment allocation, and your 
personal information.

John Smith
456 West End
Salem, MA 33322

  Personal Info

InvestmentsMessages Close Participant Benefits Summary Summary Transactions Tools Personal Profile Enrollment Toolbox

Birth date:		  01/01/1970

Hire date:		  01/12/2006

Entry date:		  01/01/2010

Marital status:	 Single

Balance by Investment as of 6/20/2011

Balance by Source as of 6/20/2011

Contributions

Contributions

Charted Balances

At-a-Glance

	 Important Messages
You have 0 message(s) from your plan
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Change Your Password
Change your userID and password online and received an instant email 
confirmation.  Click on the Personal Profile Tab, and select Password 
change.

Change Password

InvestmentsMessages Close Participant Benefits Summary Summary Transactions Tools Personal Profile Enrollment Toolbox

Personal info.

Beneficiaries

Password ChangeCriteria:

•	 	 Leaving the user id field empty will reuse your current user id.
•	 	 Changes made to your password will take effect immediately.
•	 	 These changes will not affect your Voice Response access (if available).
•	 	 Your password cannot be any part of your social security number.
•	 	 Your password cannot be some portion of your web user id.
•	 	 Your password must contain alphabetic and numeric characters (Aa-Zz and 0-1).
•	 	 User id must be between 6 and 12 characters in length.
•	 	 Password must be between 6 and 8 characters in length.

A confirmation e-mail will be sent to the address listed below.  If this address is incorrect, please edit 
your personal information.

Confirm e-mail address:demo@benefitguard.com

		  Enter new user ID:
	
		  Enter old password

		  Enter new password

		  Re-enter new password:
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Check Your Account Balance
Obtain current account balances by investment and by source (employee 
contributions or employer contributions) quickly and easily by clicking on 
the Investments Tab, and selecting Account Balance.

Account Balance

InvestmentsMessages Close Participant Benefits Summary Summary Transactions Tools Personal Profile Enrollment Toolbox

Your account balance may include the estimated value of pending trades.  Pending trades are repre-
sented by estimating values using investment prices as of the request date.  Actual dollars and/or units that 
result from the execution of the trade may differ due to market fluctuation.  Pending trade balances for an 
investment will be located under the total balance and will be denoted by: $#,###.##P. 

Account Balance

Investment Election Info

Contributions

Investment Profiles

Rate of Return

Investment Returns

Asset Class  Source Investment

Balance by Investment as of 6/20/2011
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Update Your Personal Information
Update your personal records online to make sure that your records are 
current.  Be sure to notify your employer of these changes as well so that 
our records will stay up-to-date.  You can do this by clicking on the 
Personal Information Tab and selecting Personal Info.

Edit Personal Information

InvestmentsMessages Close Participant Benefits Summary Summary Transactions Tools Personal Profile Enrollment Toolbox

General

Personal info.

Beneficiaries

Password Change

Be sure to enter an email address so that you can receive important plan notifications.

If you are an active employee, online changes to your address of record may be over-written by your employer’s 
payroll file.  Be sure to update your address with your employer as well.

Phone Numbers

E-mail Address Alternate Verification
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Change Your Beneficiary
Update your beneficiary designations online quickly and easily.  Click on 
the Personal Profiles Tab, and select Beneficiaries.

Beneficiaries

InvestmentsMessages Close Participant Benefits Summary Summary Transactions Tools Personal Profile Enrollment Toolbox

Personal info.

Beneficiaries

Password Change

If you are married and select a beneficiary other than your spouse, you must obtain your spouse’s notarized
consent.  A Beneficiary Designation Form for your spouse to sign is available online by clicking on “Forms”on the 
left toolbar.  

 New Beneficiary

Name

Street Address 1:

Street Address 2:

City

State

Zip code:

Beneficiary SS#:

Beneficiary percent:

Birth date:

Relationship:

Beneficiary type:

*

*-Indicates a required field.
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View Investment Profiles
Access information about the funds available in your Plan at-a-glance by 
clicking on the Investments Tab, and selecting Investment Profiles.

InvestmentsMessages Close Participant Benefits Summary Summary Transactions Tools Personal Profile Enrollment Toolbox

*

Account Balance

Investment Election Info

Contributions

Investment Profiles

Rate of Return

Investment Returns
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View Investment Returns
See how your investments are performing.  Access your Investment
Returns by clicking on the Investments Tab, and selecting Investment
Returns.

Investment Returns

InvestmentsMessages Close Participant Benefits Summary Summary Transactions Tools Personal Profile Enrollment Toolbox
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 Investments Models

Account Balance

Investment Election Info

Contributions

Investment Profiles

Rate of Return

Investment Returns



View Your Personal Rate of Return
Your personal rate of return is available for your overall portfolio and for 
each fund on a monthly, quarterly and annual basis.  View by clicking on 
the Investments Tab and selecting Rate of Return

Personal Rate of Return

InvestmentsMessages Close Participant Benefits Summary Summary Transactions Tools Personal Profile Enrollment Toolbox

Account Balance

Investment Election Info

Contributions

Investment Profiles

Rate of Return

Investment Returns

Select “total return” or one of 
your funds to view your 
personal rate of return.
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Change Your Contribution %
Change your Contribution Percentage online.  Your Plan Sponsor will
receive notification of your change within 24 hours.  Click on the 
Transaction Tab, and select Contributions.

 Contributions

InvestmentsMessages Close Participant Benefits Summary Summary Transactions Tools Personal Profile Enrollment Toolbox

 Current Contribution Amounts

 Last Web/VRU Contributions

 Contribution Type

 Total

 Current Contribution

 Pre-Tax Deferral

 Roth:

 Pre-Tax Deferral

 Roth:

 $0.00 per pay period

 $0.00 per pay period

 $50.00 per pay period

 Not contributing

 Change Contribution Amounts

 Change  New Contribution

 0.00 per pay period

 0.00 per pay period

 %/$

Percent

Percent

A confirmation e-mail will be sent to the address listed below.  If this is incorrect, please edit your
personal information.

Confirmation e-mail address: info@benefitguard.com

Manage your portfolio

Transfer Funds

Contributions

New Loan

Transaction History

Web/VRU Requests

Please enter a contribution percentage that your employer will deduct from your compensation each 
payroll period for deposit to your 401(k) account.
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Request a New Loan
Interested in a loan from your retirement savings pan?  Model different 
loan options online and then submit your request.

New Loan

InvestmentsMessages Close Participant Benefits Summary Summary Transactions Tools Personal Profile Enrollment Toolbox

Please follow the following steps to apply for a loan online:

Click here to verify your email address.  A valid email address is REQUIRED for online load applications.

To model different loan amounts and durations, enter the amounts and durations and then click submit.

To finalize your choices, enter the desired loan amount and duration and then click “Submit.”

Complete the online loan application by following the prompts provided.

you will receive an email attaching your Promissory Note, Irrevocable Pledge and Disclosure, and Regulation Z 
Notification within one business day of completing your online loan application.  Sign and return as instructed 
on the forms.  YOUR LOAN WILL NOT BE PROCESSED UNTIL THIS PAPERWORK IS RECEIVED.

Please note that if you reside in the state of Florida, a Documentary Stamp Tax in the amount of $0.35 per $100 
or fraction thereof the amount borrowed will be assessed as a fee against your account and remitted to the 
Florida Department of Revenue in accordance with Florida law.

Loan Limits

 All plans vested account balance:

Manage your portfolio

Transfer Funds

Contributions

New Loan

Transaction History

Web/VRU Requests

 Minimum Loan

 Maximum Loan

 Minimum duration

 Maximum duration

 Business days to complete request after receiving required paperwork:

 All plans vested account balance:

 Loan Calculator: calculations based on a payroll payment frequency of based on a payment frequency of 
“Semimonthly”

A confirmation email will be sent to the address listed below.  If this address is 
incorrect, please edit your personal information.
 Select loan type:		  Personal loan

 Interest rate:			   4.25%

 Enter a loan amount:		  $ 0

 Number of payments:		    0

Enter your desired loan 
amount and loan duration.  
Loans from your retirement 

plan cannot be longer than 5 
years unless you are borrow-
ing money to purchase your 

home, in which case you may 
take a loan for up to 15 years.
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Take a Distribution
If you are no longer employed with your worksite employer, you can 
choose to rollover your account to a new qualified account or take a cash 
distribution.  Apply online for the fastest processing.  Click on the 
Transactions Tab, and select Termination.

 Termination Distribution

InvestmentsMessages Close Participant Benefits Summary Summary Transactions Tools Personal Profile Enrollment Toolbox

Please follow the following steps to apply for a termination distribution.

Verify your email address on the personal information screen.  A confirmation email will be sent within 
1 day of your online request.

 Enter the payment type and then click “Submit.”

Enter the payee and address information requested, review the Special Tax Notice Regarding Plan Pay-
ments by clicking on the hyperlink, and then click on “Submit.”

Return to termination participant selection screen

Manage your portfolio

Transfer Funds

Termination

New Loan

Transaction History

Web/VRU Requests

Payment type:

Payment method:

Termination Distribution Fee:  $75.00

 Lump sum Cash Dist.

Choose a cash distribution or 
rollover your funds to an IRA 

or another qualified Plan.
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Create a Report
Don’t wait for your quarterly statement.  You can generate daily 
statements for any specified time period, so that you always know how 
your account is doing.  Click on the Tools Tab, and select Reports.

 Reports

InvestmentsMessages Close Participant Benefits Summary Summary Transactions Tools Personal Profile Enrollment Toolbox

Reports

Forms & Documents

Retirement Calculator

If you are married and select a beneficiary other than your spouse, you must obtain your spouse’s notarized
consent.  A Beneficiary Designation Form for your spouse to sign is available online by clicking on “Forms”on the 
left toolbar.  

 Create Reports

 
 Name				    Size		  File Type	 From Date	 To Date	 Delete	
	

 On demand account statement	 67kb		  Adobe 		  01/01/2011	 01/01/2011
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Access Forms and Documents
We want it to be easy for your.  Download the forms you need any time, 
pre-populated with your information.  Click on the Tools Tab, and select 
Forms & Documents 

Forms

InvestmentsMessages Close Participant Benefits Summary Summary Transactions Tools Personal Profile Enrollment Toolbox

Reports

Forms & Documents

Retirement Calculator

 Create Forms
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View Your Transaction History
Never wonder what is going on with your account.  Want to know if you 
recent payroll deduction has been deposited, or if a loan request has been 
processed?  If it happened, you’ll see it.  Click on the Transactions Tab, and 
select Transaction History.

 Transaction History

InvestmentsMessages Close Participant Benefits Summary Summary Transactions Tools Personal Profile Enrollment Toolbox

Manage your portfolio

Transfer Funds

Contributions

New Loan

Transaction History

Web/VRU Requests
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Contact Us

sponsored by

Phone	  (800) 878-5220

Fax		   (800) 260-4066

Email	  service@capitalsg.com

Address	 822 A1A North

		   Suite 211

		   Ponte Vedra Beach, FL 32082

		   P.O. Box 2349

		   Ponte Vedra Beach, FL 32004-2349
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