
ENROLLMENT STEPS
for Employees

If you didn’t receive your enrollment instructions or new 
user email, you can still log into your site and register for 
your retirement plan using the following instructions:

Go to “Registration Account Setup” and complete the  
self-registration process. You will be required to provide 
your account access code, Social Security Number, and 
Birth Date OR Date of Hire for verification. 

Your Account Access code is: 

__________________________________________

Experience the CoPilot difference
 and run your Years of Retirement 

calculation after enrollment.

Enrollment Next Steps for Employees 
Contributing to your 401(k) plan is a critical first step 
in planning for your future. You have a retirement plan 
through your employer that includes unique benefits to 
help you reach retirement readiness. 

Activating Your Account
The following steps outline the simple online process 
for activating your account. 

STEP 1: ENTER PERSONAL INFORMATION
Go to the registration page (use the link in the “It’s time 
to enroll…” email you received) and provide your Social 
Security Number and date of birth for security purposes.

STEP 2: CREATE YOUR ACCOUNT
Then, you’ll be asked to create a personal Username and 
select security questions and answers. This will be used  
in the event you forget your password. 

STEP 3: ACCESS YOUR WEBSITE
Use this information to log into your personal retirement 
plan site for the first time. Continue to use these 
credentials to log into your site whenever you want to 
review or make updates to your account.

Enrolling to Start Contributions
STEP 1: CHOOSE CONTRIBUTIONS
Select your preferred contribution details. 

Your deferral amount can be set as a specific percent of 
your paycheck or a flat dollar amount. 

STEP 2: CHOOSE YOUR INVESTMENT STRATEGY
Select your investment strategy from the options available 
to you. Whether you have managed portfolio options or 
a list of specific investments, match your goals with your 
preferred risk level to begin saving for your future.

STEP 3: COMPLETE FORMS TO FINALIZE 
ENROLLMENT
Acknowledging your account updates with the electronic 
signature agreement to complete the online enrollment 
process. 

Revolutionizing retirement since 1983, PAi provides retirement savings solutions focused on participant outcomes to small businesses 
nationwide. A subsidiary of Newport since 2020, we continue to focus on serving employers, their employees, and financial 
representatives to create a better retirement for all. Combining our small business focus with Newport’s rich history, dating back to 
1985, we provide a greater experience and a wider breadth of services for our customers and partners. Operating as one family, we 
believe that together we can make a difference. Together we can create a world where workers own their retirement readiness.

CoPilot recordkeeping services include Years of Retirement calculations and savings alerts. Services for CoPilot are provided by Plan Administrators, Inc. (PAi), a wholly owned 
subsidiary of Newport Group, Inc.
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