
Participant Website
YOUR GUIDE TO ACCESSING THE PARTICIPANT WEB

INSTRUCTIONS

• Visit americantrustretirement.com
• Click Account Access, located on the right hand side of the screen.
• Select Plan Participant to log into your personal account.

• For your initial log in,
your User name is your 
Social Security Number 
and your Password will
be the last four digits
of your Social Security 
Number.

• After logging in, you
will be prompted to
change both your User 
name and Password
to an alphanumeric
combination of at least
8 characters.

Note: On the next screen, you will be required to set up multi-factor authentication 
(first time users only). A valid mobile phone number and/or verified email address  
is required.



• With intuitive color 
indicators and
projections illustrated
in monthly dollars,
participants know 
whether they are on
track for a successful
retirement. They can
also easily view the
assumptions used for 
their projections.

• By providing additional
retirement information,
participants can further 
personalize their 
retirement plan and
projection.



•	 Retirement projections 
are not confined to 
the assets in the plan. 
It can include outside 
assets from both the 
participant and a 
spouse.

•	 To view additional 
account information, 
make various changes, 
and initiate distribution 
requests, choose 
Summary from the 
Account Information 
tab.



•	 To view/ edit your 
personal information 
such as address, phone 
number or email 
address, select the gear 
in the top right hand 
corner of the web page 
and select  
Personal Info.

• 	 If your account has 
messages for you, there 
will be a red circle by 
the bell to alert you 
that you have unread 
messages. Our online 
Financial Resource 
Center, located in the 
Messages section, gives 
you access to the tools 
you need to organize 
your financial life.

•	 If your Plan allows 
beneficiary changes 
through the website, 
you will see this option 
listed through the gear 
as well. Otherwise, 
complete a new 
Beneficiary Designation 
Form (click the Forms & 
Reports link to access) 
and submit it to your 
employer.



• Once logged into the
participant website,
your Dashboard page
will be displayed, an
example of which is
illustrated here. The
Dashboard provides a
quick overview of your 
retirement account
such as your Account
Balance, Contribution
Rates and Recent
Activity.

• Click Manage 
Investments under 
the Manage section to
Change Elections, Move
Money or Rebalance
your account.

• Please note, the Manage
Investments screens are
only for employees not
using the UnifiedPlan.
For employees in the
UnifiedPlan who wish
to make changes, please
review the Making 
Allocation Changes in 
My Managed Account
guide. You may access
this guide from the
Forms & Reports
section of the website.

The Manage Investments options are as follows:

• Change Elections to make changes to the investments you put the money from your 
paycheck into.

• Move Money to transfer the money in your account between the investments in
your plan.

• Rebalance to make the investment balance match your existing target or set a new one.
• Change Contribution Rates to view or change how much money you put in your 

account from your paycheck. (May not be applicable, depending on employer 
provisions). A Participant Change Form is used to modify deferral rates, as allowed by 
the Plan document.

• My Portfolio can provide more detailed information on the investments available in
your plan, including a prospectus and information on fees/trading rules.



•	 You may choose to make 
changes to your Pre Tax 
or Roth contribution 
rate (if applicable). Use 
the radio buttons at 
the top to select the 
appropriate action. 
You may select a 
contribution rate in 
percentage or dollar 
amounts, depending on 
your plan provisions. 
If offered by your plan, 
you may also be able 
to set up an automatic 
annual increase to your 
contribution.

•	 Click Transaction 
History under the 
Manage section to 
see all transactions 
processed within your 
retirement account, 
such as contributions, 
distributions, transfers, 
fees, dividends, etc. You 
can search by specific 
investment, transaction 
type, contribution type, 
and/or time period.



•	 Click Web Requests 
under the Manage 
section to view changes 
completed either on the 
participant website or 
by a Customer Service 
Representative. You 
can search by type of 
transaction, transaction 
status, time period, and/ 
or confirmation number.

•	 Click Rate of Return 
under the Performance 
section to view monthly, 
quarterly, annually, 
and custom date range 
return information by 
fund or by account.



•	 Click Investment 
Information under the 
Performance section 
to view investment 
information for your 
retirement account.

•	 Click Loans & 
Withdrawals to view 
loan and distribution 
options for your 
retirement account. Not 
applicable for all plans.



•	 Click Reports under 
the Forms & Reports 
section for current 
or historical account 
statements to be 
generated on demand.

•	 Click Forms under 
the Forms & Reports 
section to view the 
online forms available 
to your plan. This 
section contains 
many employee forms 
applicable to your 
plan as well as helpful 
information guides.



PARTICIPANT WEBSITE

• The General 
Information page
under the Contact Us
section gives you the
contact information
for your plan advisor 
should you need
financial advice. With
questions regarding
web capabilities or 
retirement plan account
information you can
contact our Participant
Experience Team toll-
free at 866.680.7000
Monday - Friday 8am-
8pm ET.

• Click Email Sponsor
under the Contact Us
section to email the Plan
Sponsor for your plan.
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