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Welcome to DailyAccess

Welcome to DailyAccess Corporation’s how-to guide for accessing your personal 
retirement account.  DailyAccess provides recordkeeping and administration services 
for thousands of retirement plans across the country.  

Your 401(k) plan is a valuable part of your company’s benefits package, and we hope 
you give careful consideration to your participation in the plan in order to reach your 
retirement goals.
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Building a Successful Retirement Plan

The first step in developing a successful retirement plan is to determine how much 
money you need to meet your retirement needs. 

Investment advisors suggest that you accumulate enough money to generate an annual 
income equal to 70 – 80% of your earnings before your retirement.  

Social Security now provides less than half of the average retiree’s income, so you will 
need to plan on saving a significant amount through your employer’s retirement plan. 
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Retirement Planning Tools

These tools can help you determine the amount of income you may need in the future 
and how much you will have to save to reach your goal: 

• Interactive Retirement Calculator - Visit the DailyAccess website at 
www.dailyaccess.com and go to Tools, then Participant Demo Website. 
Enter “dacdemo1” for both the user name and password. Click on Resources, 
then Calculator, then Investment. 

• Retirement Plan Enrollment Book - Contains a worksheet that can help you 
estimate the income and savings amounts you will need to retire comfortably. 
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Your 401(k) Plan

A 401(k) plan allows you to determine the amount of money you want to have 
automatically deducted from each paycheck and invested in your personal retirement 
account. 

You pay no taxes on the money that goes into your 401(k) account until you withdraw 
the money. Any income earned on the money you have invested avoids current income 
taxes.  

If you withdraw any part of the money prior to retirement age you will be required to pay 
taxes as well as penalties on the withdrawal.
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Easy 401(k) Plan Activation and Enrollment 

It’s easy to enroll in your company’s 401(k) plan: 

• Complete the Enrollment and Change Application form found in your enrollment 
book and forward it to your company’s benefits manager or designated retirement 
plan contact.

• Talk to your retirement plan’s financial advisor for assistance in selecting the 
investment options that may be right for you. Make investment elections and select 
the mutual funds in which you want to invest a percentage of your income. 

• Activate your account on the Internet via the DailyAccess website or use the 
DailyAccess Automated Telephone Information System. 



DailyAccess Online Enrollment Guide

Choosing Investment Elections

The list of investment elections was selected by your company and your plan’s financial 
advisor specifically for your retirement plan. You will choose to invest the money from 
your future payroll contributions in the options provided.  

It’s important to enroll online or by phone as soon as possible and make your 
investment elections. 

Until you enroll in the plan and select your investment elections, your payroll 
deductions will go into a default fund selected by your company. 
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Go to the DailyAccess
website at 
www.dailyaccess.com.

Select the Participant tab. 

Account Activation and Online Enrollment - DailyAccess Website 
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Under New Users, click on 
Enroll Now.

Create a user name and 
password, and provide 
answers to validate your 
identity. 

Account Activation and Online Enrollment - Begin Enrollment
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Select language preference 
by scrolling to English or 
Spanish.

Account Activation and Online Enrollment – Language Preference
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Complete the User 
Authentication by providing:

! Last four digits of Social                    
Security number

! Year of birth

! Last name

Account Activation and Online Enrollment – User Authentication
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Account Activation and Online Enrollment – User Authentication Verification

Select your correct home 
address from the options 
provided.



On the Security Settings 
page, select a username
and password. 

Also select three security 
questions to be answered 
for account access if you 
forget your password in the 
future.

Account Activation and Online Enrollment – Security Settings
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Choose Personal 
Preferences by providing 
contact information, language 
preference and other general 
settings. 

Provide an e-mail address to 
receive quarterly electronic 
account statements.  

Account Activation and Online Enrollment – Personal Preferences
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Begin the online enrollment
process and specify settings 
for your company’s retirement 
plan. 

As you complete your online 
enrollment, you may come 
across key terms that are 
new to you. Simply use your 
mouse to roll over each term 
and read its definition. 

Account Activation and Online Enrollment – Begin Enrollment
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Select your pre-tax 
contribution rate by entering 
the percentage or dollar 
amount you wish to have 
withheld per pay period. 

You may also elect not to 
make changes to your 
contribution rate. 

Account Activation and Online Enrollment – Contribution Rate
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Select investment elections
by choosing to: 

• Keep current elections

• Change elections by 
investment.

• Use the plan’s default 
elections

• Change elections by 
source

You may choose to rebalance 
your account.

Account Activation and Online Enrollment – Investment Elections

DailyAccess Online Enrollment Guide



If you select Change 
Elections by Investment, 
you will be given a list of 
investments to choose from.

You may enter the 
percentage amount for each 
investment, up to 100%. 

Your election totals must 
equal 100%.

Account Activation and Online Enrollment – Change Elections by Investment
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If you select Change 
Elections by Source, you will 
be given a list of investments 
to choose from.

You may enter the percentage 
amount for each investment, 
up to 100%. 

Your election totals must 
equal 100%.

Account Activation and Online Enrollment – Change Elections by Source
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Enrollment selections are 
displayed on a review screen. 
Edits can be made, if needed. 
When all information and 
selections are correct and 
final, you may print the screen 
and save it for your records.  

Select Complete 
Enrollment.

If you exit the screen without 
selecting Complete 
Enrollment, your enrollment 
will not be finalized and your 
investment elections will not 
be processed. 

Account Activation and Online Enrollment – Review Settings & Complete
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DailyAccess Automated Telephone Information System - Account 
Activation and Enrollment 
Dial 800-217-2240. Select 1 for English, 2 for Spanish, or 0 to reach a representative who 
can connect you to a translator for over 150 languages. 

Your PIN is  the last four digits of your Social Security number. Enter your Social Security 
number and PIN, followed by the pound sign (#). The first time you access the system you 
are required to change your PIN, so have a new four-digit PIN in mind. 

Press 1 to Access Your Personal Account Information. 

Press 2 to Access Investment Information. To make investment elections for the first time, 
press 2 again to select Change Your Investment Election Information. To invest in a fund, 
enter the percent you wish to invest, in whole numbers, followed by the pound sign. When 
your investment elections total 100%, the system will repeat the choices you have made 
for your review.

Press 1 to confirm your investment elections or press 9 to cancel. You will return to the 
main menu, and you may hang up to end the session.  Each time you make a change to 
your account via the automated telephone information system, a confirmation letter will be 
mailed to your home address. 
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Account Activation and Online Enrollment - Questions

If you have questions or need assistance activating your account, please contact the 
DailyAccess Support Center toll free at 888-307-4015 or e-mail 
support@dailyaccess.com.  

The Support Center is available between the hours of 7:00 am and 7:00 pm Central 
time, Monday through Friday. One of our participant support representatives will be 
glad to assist you.  

Please be aware that DailyAccess Support Center staff may only make the selections 
you direct them to make for your account. They are not able to provide education or 
guidance regarding any investment funds. 
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Your Quarterly Statement

Once you have enrolled in your company’s retirement plan, you will receive a quarterly 
account statement from DailyAccess that provides details about your investments.  

You can elect to receive the statement electronically online rather than by mail at your 
home address.  Whether you choose to receive your statements on paper or 
electronically online, your statement  can always be viewed on the DailyAccess 
Participant Website. 
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Welcome to DailyAccess  

If you have additional questions, please do not hesitate to contact the DailyAccess 
Support Center at 888-307-4015 or support@dailyaccess.com. 

We look forward to providing you with excellent support and service.

Thank You


	Online Participant Enrollment �Presentation and Guide
	DailyAccess Online Enrollment Guide
	DailyAccess Online Enrollment Guide
	DailyAccess Online Enrollment Guide
	DailyAccess Online Enrollment Guide
	DailyAccess Online Enrollment Guide
	DailyAccess Online Enrollment Guide
	DailyAccess Online Enrollment Guide
	DailyAccess Online Enrollment Guide
	DailyAccess Online Enrollment Guide
	DailyAccess Online Enrollment Guide
	DailyAccess Online Enrollment Guide
	DailyAccess Online Enrollment Guide
	DailyAccess Online Enrollment Guide
	DailyAccess Online Enrollment Guide
	DailyAccess Online Enrollment Guide
	DailyAccess Online Enrollment Guide
	DailyAccess Online Enrollment Guide
	DailyAccess Online Enrollment Guide
	DailyAccess Online Enrollment Guide
	DailyAccess Online Enrollment Guide
	DailyAccess Online Enrollment Guide
	DailyAccess Online Enrollment Guide
	DailyAccess Online Enrollment Guide

