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Welcome Email

After the participant is added to the system, they will receive an email with instructions on how to
access their account.

’ The website to login is:

https://investlink.aspireonline.com/Login.
aspx?ReturnUrl=%2f

Subject:
Accessing your Retirement Account Online

The first time they log in, they are prompted
to verify their email address.

Visit www.pcsretirement.com/aspire or call us at 866.634.5873
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e The participant will receive an email
titled “Participant Email Confirmation.”
They click the link where they will be prompted
to login again.

The first time they log in, they are prompted to
verify their email address.

Completing Online Enroliment

The participant will then be prompted to complete their enrollment.

Visit www.pcsretirement.com/aspire or call us at 866.634.5873
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Participant Web Navigation

The rest of this guide will go over the various menu options on the website.

The Account Overview section is what
the participant will see first. They can
click on each tab to view more details.

Visit www.pcsretirement.com/aspire or call us at 866.634.5873
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On the right-hand side of the page, there is the
Quick view of the account. The participant can
click to expand each section for a summary.

e The “My Profile” section at the top right is where
the participant can update contact information,
make changes to their login information,
update two factor authentication, update their
email preferences (opt in or out of certain email
alerts), view any applicable disclosures, and
update their statement delivery options.

° The overview menu option at the top will provide the same information as the Account Overview that
the participant sees upon login as well as additional information. The top menu has the option of
viewing balances by source or fund, view their personal statement or run statements on demand for any
period they wish.

Visit www.pcsretirement.com/aspire or call us at 866.634.5873
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e The “Services” menu option is where the participant can submit Distributions, View beneficiary
information, Reallocate Current Balances, View/Edit Future Contribution Investment Elections,
View/Change Contribution Rate, see Pending Transactions, view Transaction History, and view any
Plan Documents.

e Reallocate Current Balances

This screen defaults to Percent, but the
participant has the option to submit other types
of transfers

* Dollar specific — Transfer current holdings by
dollar amount

* Reallocate current balances — This shows the
current holdings and the percentage they
make of the total balance.

* Rebalance current balances — To match
future allocations.

+ Schedule - Set up a scheduled transfer or
rebalance Annually, Monthly, Quarterly or
Semi-annually.

Visit www.pcsretirement.com/aspire or call us at 866.634.5873
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o Future Contribution Investment Elections

* You have the option to change or view the elections

Visit www.pcsretirement.com/aspire or call us at 866.634.5873
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Contribution Rate - this is where the
participant can change their salary deferral
percentage.

*Roth will only show if the plan allows for Roth.

Visit www.pcsretirement.com/aspire or call us at 866.634.5873
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The last two main menu items are Investments and Job Queue

@ Clicking Investments takes you to the Investment Dashboard with four options

Job Queue - this is where the participant
can view reports generated such as the on-
demand statements.options
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