
401k Enrollment Process 
Future Fund and Current Balance Transfer Elections 

 

Step 1:  To make a change to your future fund election, access the Charles Schwab website:  
https://www.401kaccess.com. Under Participant Login, enter your Login ID and Password. 

 

Step 2:  This is the screen that will appear once you enter your Login ID and Password.  Click on the 
Continue button to proceed. 

 

Step 3:  Once in your account, hover over the Transactions tab at the top of the screen – then select 
Investment/Portfolio Changes. 

 

https://www.401kaccess.com/


Step 4:  For Future Fund Elections, select the appropriate hyperlink.  The following information will 
appear.  Follow the prompts after each selection. 

Step 4a:  Choose the type of Future Fund Election. 

 

 

Step 4b:  Enter the percents next to each fund into which you wish to contribute.  Be sure to 
complete the Optional Semi-Annual Rebalancing section located directly below the Election 
Total Box. (Screen shot is continued on the following page). 

 



 

 

 

Step 5:  The message below will appear next (you will see the message displayed in the following 
methods).  Please read this carefully and select OK to continue. 

 

 



Step 6:  Review and Confirm your request. 

 

 

 

Step 7:  You will receive a Confirmation for the elections that you selected.  Note:  If you DO NOT 
receive a Confirmation Number, your election was not recognized!  Please repeat the process and 
confirm again. 

 



Step 8:  For Current Balance Transfer Elections, select the appropriate hyperlink.  The following 
information will appear.  Follow the prompts after each selection. 

Step 8a:  Choose the type of Current Balance Transfer Elections. 

 

 



Step 8b:  Choose the Individual Fund Transfer option and follow the steps indicated under each 
option.  You may choose Dollar Exchange or Percentage Exchange. 

 

Step 8c:  Below is an example of using the Percentage Exchange. 

 

 



Step 8d:  Once you select the Percentage Exchange, you will see the following screen.  Enter 
your elections to be transferred under the Transfer % column. (100%)  Then select Continue. 

 



Step 8e:  Next, your elections for the transfer will be displayed.  You will then have to enter your 
percentages for Transferring to Fund amounts under the Transfer % column.  Then select 
Continue. 

 

 

 



Step 8f:  Review and confirm your request. 

 

 



Step 9:  You will receive a Confirmation for the elections that you selected.  Note:  If you DO NOT 
receive a Confirmation Number, your election was not recognized!  Please repeat the process and 
confirm again. 

 

 

 

 



Step 10:  Print off your confirmation for the elections that you chose by doing the following: 

Step 10a:  Click on the Account Tab and select Account History 

  

Step 10b:  Click on the Transaction History which will open up the following: 

 



Step 10c:  Under the Selection Criteria, select Transaction Requests and then under Select a 
transaction type, choose All. 

 

 

Step 10d:  This will bring up all elections that you have selected.  Under Transaction Requests, 
click on the top Confirm Number.  This will generate a one page Transaction Instruction.  Print 
for your records.  You will also receive an email from partserv@401kaccess.com. 

 


