
1 

SEA11010 ©2020 USI Consulting Group. All rights reserved.  

 

Participant Website User Guide 
 
 

SETTING UP YOUR ACCOUNT 
Password 
Email Address 
Login ID 
Security Questions 
Two-Step Verification 
My eDelivery 
My Information 
My Contributions 
My Investments 
My Beneficiaries 

 

Page 2 

HOME 

• Your Account 
My Profile 
YTD Savings 
Savings Rate 
YTD Return 
Your Portfolio (Existing Allocation) 
Investment Elections (Future Allocation) 
What’s New (Short Cuts) 
 

 
Page 13 

MANAGE 

• Your Portfolio 
Portfolio Rebalance (Existing Allocation) 
Auto Rebalance (Future and Existing Allocation) 
Investment Transfer (Existing Allocation) 

• Manage Contributions 
Change Contribution Rate 
Investment Elections (Future Allocation) 

• Withdraw 
Withdraw (Loans) 
 

 
Page 18 
 
 
 
Page 21 
 
 
Page 23 

VIEW 

• Performance & Statements 
Quarterly Statements 
Personal Performance 
 

 
Page 24 
 
 

LEARN 

• Calculators 
Retirement Planning Calculators 

• Resources 
Educational Articles, Brochures, Workshops, etc. 

• Investments 
Investment Performance 

• Participant Newsletter 
Quarterly Participant Newsletter 

 

 
Page 25 
 
Page 25 
 
Page 26 
 
Page 27 
 

DOCUMENTS AND FORMS 

• Marital Status/Spousal Consent 

• Address Change Form 

• Tax Forms 
 

 
Page 28 

   

 
*Please note:  All headings may not be available on your site.  If you have questions on the site, our Participant Service Center is available to 
assist weekdays between 8:00am and 5:00pm (PST).  A Representative can be reached at 1-206-676-3320 or 1-866-468-7272 Option 2, or 
contact them via email at GET401k@usi.com 
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Setting Up Your Account 
 

 
Step 1: Sign In 
 

• Access your account at: www.kp401k.com 
 

• Select “Participant Account Access” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Enter your Login ID and Password 
 

• Click on “Log In” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please Note: First time users must login with the default information below 
 

Login ID: Your Social Security Number WITHOUT dashed (i.e.: 123456789) 
 

Password: Your Date of Birth in “mmddyyyy” format.  For example, if you were born on 07/29/1980, you 
will enter 07291980 as the password. 
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Step 2: Password 
 

• Enter your current default password  
 

• Create a new password using the Password Requirements 
 

• Confirm your new password 
 

• Click on “Save and Continue”  
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Step 3: Email Address 
 

• Enter your personal email address  
 

• Confirm your personal email address 
 

• Click on “Continue”  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please Note: Work Email Address 
 

If your work email address is not pre-populated, please contact the Participant Service Center at USICG 
and a representative can enter the information for you. 
 

If you prefer not to enter a personal email address, you may use the same address that is already on file 
as your work (primary) email address. 
 
Please Note: Primary Email Address 
 
Your primary email address is not saved until you reach the confirmation page. If you log out before 
confirmation, you will have to set up your email address again next time you log in. 
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Step 4: Login ID 
 

• Create a new Login ID using the Login ID Requirements 
 

• Confirm your new Login ID 
 

• Click on “Continue”  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please Note: Login ID 
 
Your Login ID is not saved until you reach the confirmation page. If you log out before confirmation, you 
will have to set up your Login ID again next time you log in. 
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Step 5: Security Questions 
 

• You must select three security questions from a pre-defined list 
 

• Create your answer for each question using the Security Answer Requirements 
 

• Confirm your answer 
 

• Once done with all three questions, Click on “Continue” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please Note: Security Questions 
 
Your Security Questions are not saved until you reach the confirmation page. If you log out before 
confirmation, you will have to set up your Security Questions again next time you log in. 
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Step 6: Confirmation 
 

• Enter the new password you created 
 

• Click on “Save and Continue” 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 7: Two-Step Verification 
 

• Select the preferred delivery method of receiving your 
6-digit security code to access your account. 
 

• If Email is selected, a security code will be sent to all 
email addresses on file (primary and secondary). 
 

• If Text message is selected, you can choose one 
phone number from the list on file or enter a new 
phone number to use.  
 

• Choose the frequency of verifying your security code. 
 

• If Only on untrusted devices is selected, you will 
bypass two-factor authentication when you log in using 
a trusted device and the option “Trust this device” will 
appear on the screen when you log in. 
 

• If Every time I log in is selected, you will go through 
two-factor authentication each time you log in.  This is 
the suggested option to use. 
 

• Enter your password 
 

• Click on “Continue” 
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Step 8: My eDelivery 
 

• Confirm the delivery method for the listed categories 
 

• Click on “Next”  
 

 
 
Step 9: My Information 
 

• Confirm your Personal Information  
 

• If any of the information is incorrect, please contact your human resources or payroll department 
 

• Click on “Next”  
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Step 10: My Contributions 
 

• Select your contribution amount by percent or dollar from the drop-down menu 
 

• Select your contribution amount under “New Value” 
 

• Click on “Next”  
 

 
 
 
Please Note: Non-Participation 
 
If you do not want to participate in your retirement plan, you still need to go through the set-up process.  
To opt-out of contributing to your retirement account, select 0% for your deferral.  If your plan includes 
Pre-Tax and Roth, please enter 0% for both. 
 
You will still be taken through the remaining process to set up your account.  You will want to continue 
this process for two reasons: 
 

• If your plan makes non-elective contributions in the retirement plan, your assets will be invested 
in the Qualified Default Investment Alternative.  You will then be able to manage your 
investments through the website. 

 

• If you decide to enroll into your plan later, your account will already be established. 
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Step 11: My Investments 
 

• Select either “Choose a Pre-defined Model Portfolio” or “Create My Own Investment Portfolio”.  
 

� Choose a Pre-defined Model Portfolio: 
USI has designed diversified investment 
portfolios for those who need help 
selecting their mutual fund options.  
Simply answer the Investor 
Questionnaire, and you will be given an 
allocation breakdown for your 
investments. (See sample portfolio on 
the right) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

� Create My Own Investment Portfolio: If 
you are familiar with mutual funds and 
would like to create your own asset 
allocation, this option will allow you to do 
so. (See sample investment options on 
the right) 

 
 
 
 
 
 

 
 
 
 

• Click on “Next” to select 
your investment options 
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Step 12: My Beneficiaries 
 

• Complete fields to add primary beneficiary(ies) 
 

• Click “Continue” when completed 
 

• Complete field to add contingent beneficiary(ies) 
 

• Once all beneficiaries have been entered, Click on “Next” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please Note: Beneficiary 
 
If you are married and want to designate someone other than your spouse as your primary beneficiary, 
your spouse must consent in writing for your designation to be valid.  Please contact your human 
resources department to obtain and submit the appropriate documents. 
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Step 13: Finish 
 

• Once completed you will have an opportunity to change any sections 
 

• Once items are confirmed click “Enroll Me” to complete the enrollment process 
 
 
 
 

 
 

• Once enrolled, please make sure you receive a pop-up message that says “Enrollment completed 
successfully!  You can view your account after the submission is processed” and Click on “OK” 
 

 
 
 
 
 
 
 
 
 
 
Please Note: Finish 
 
If you do not receive this confirmation, you are not enrolled and should contact the Participant Service 
Center. 
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HOME 

 
This section will allow you to view vital information regarding your retirement account on the 
home page. 

 

 
 
 
 
Section 1: My Profile 
 

• Select “My Profile” located on the upper top-right of your 
homepage to view a selection of options 
 
� Change Login ID 
� Change Password 
� Update Secondary Email Address 
� Change Security Questions 
� Update Phone Numbers 
� Change Beneficiaries 
� Update Delivery Preferences 
� Update Two-Step Verification delivery method 
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Section 2: Year-to-Date Savings 
 

• Select “YTD Savings” 
 

• You will be taken to the “Transaction History” page where you can view 
your history by date range.   
 

� You will also have access to Quicken for managing your finances. 
� You can also export the data into excel or a pdf. 

 

 
 
 
 
Section 3: Savings Rate 
 

• Select “Savings Rate”  
 

• You will be taken to “Manage Contributions” where you can change your 
Contribution Rate, or update your future Investment Election Allocation 
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Section 4: Year-to-Date Return 
 

• Select “YTD Return” 
 

• You will be taken to the “My Performance” page which will list your rate of 
return by various periods. 

 
� View your person rate of return by Investment, Cumulative 

Return, or by Period 
� View your investments by allocation 
� View a breakdown of activity summary on your account.   

o Beginning Value 
o Contributions 
o Dividends 
o Interest 
o Income 
o Fees 
o Market Change 
o Ending Value 
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Section 5: Your Portfolio 
 

• Select “Your Portfolio” 
 

• Select “Investments” or “Contribution Type”  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Under the Investments option:  Click on any fund and you will be taken to the “Account Balance 
by Fund” page where you can view your Future Contribution allocation and Existing Account 
Allocation 

 
 
 
 
 
 
 
 
 
 
 
 
 

• Under the Contribution Type option: Click on any money type and you will be taken to the 
“Account Balance by Contribution” page where you can view your contributions by type (i.e.: 
employee deferrals, employer contributions). 
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Section 6: Investment Elections 
 

• Select “Investment Allocation”  
 

• Here you can view how your future contributions are allocated per 
investment 

 

 
 
 
 
Section 7: What’s New (Short-Cuts) 
 

• These are short-cuts to several options 
 
� View pending activity 
� View most recent quarterly statement 
� View your contribution by dollar amount 
� View employer contribution by dollar amount 
� View loan repayment amount 
� View next rebalance schedule 
� View your investment income 

 

• Select “View All Activity” at the bottom of the frame     
to view transaction history 
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MANAGE 

 
This section will allow you to manage your current investments, rebalance your account, change 
your contribution amount, and request a loan. 
 

 
 
Portfolio Rebalance 
 

• Use this option to realign your entire existing account balance 
 

• Click on “Take Me There” 
 

• Adjust percentages accordingly, then click on “Submit” 
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Auto Rebalance 
 

• Use this option to set up the automatic 
rebalance feature for your future 
contributions and existing account balance 
to be realigned on a regular basis.   

 

• Click on “Take Me There” 
 

• Click on “Investor Questionnaire” and 
answer the questions provided to receive a 
suggested model portfolio 
 

• Select the appropriate portfolio based on 
your risk tolerance 
 

• Select a cycle of Semi-Annual or Annual 
 

• Click on “Submit”  
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Investment Transfer 
 

• Use this option to realign a part of your 
existing account balance.  This is also known 
as a fund-to-fund transfer 

 

• Click on “Take Me There” 
 

• Adjust percentages accordingly, then click on 
“Submit” 
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Contribution Rate/Amount 
 

• Use this option to change your contribution 
amount  
 

• Click on “Take Me There” 
 

• Select contribution type from the drop-down 
menu, then click on “Change Contribution 
Amount” 
 

• Enter your new contribution amount  
 

• Click on “Submit”  
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Investment Elections 
 

• Use this option to redirect your future contribution 
investment allocation 
 

• Click on “Take Me There” 
 

• Select new percentage allocation, then click on 
“Submit” 
 

• The change you submit will affect how your future 
contributions will be invested.  If you would like to 
apply the same investment elections to your 
current account balance, select “Realign My 
Portfolio” 
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Withdraw 
 

• Follow the steps to review your current loan or request a loan 
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View 

 
This section will allow you to view your current quarterly statements, generate a customized 
statement, and view your personal performance. 
 
 

 
 
 
 
Performance & Statements 
 

• Follow the steps to create a statement on demand or view past statements 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• You can also view your Personal Performance 
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Learning 

 
This section will allow you to learn more about your investment options, view the participant 
newsletter, and provide educational tools (calculators and education). 
 
 

 
 
 
 
Calculators 
 

• Select the heading to view a variety of retirement 
planning calculators 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Resources 
 

• Select the heading to view a variety of educational 
materials on retirement planning 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



26 

SEA11010 ©2020 USI Consulting Group. All rights reserved.  

 
 
 

 
 
 
 
Investments 
 

• Use this option to view all investment options 
available in your plan 

 

• Click on “Take Me There” 
 

• Click on icons under links column to view 
prospectuses or fund fact sheets 
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Participant Newsletter 
 

• Select the heading to view the most recent participant newsletter 
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Documents and Forms 

 
This section will allow you to view any plan related forms.  Please check back, as more 
information will be added through-out the year 
 
 

 
 
 
Marital Status/Spousal Consent 
 

• Select the heading to print form 
 
 
 
 
 
 
 
 
Address Change Form 
 

• Select the heading to print form 

• Only to be used for terminated participants 
 
 
 
 

 
 
Forms 
 

• Follow the steps to view and print your tax form 

 
 
 
 
 

 

 


