
How Do I Make Changes to My 401(K)? 

All changes to your 401(K) must be made on the proper form, signed and dated by 

the EMPLOYEE, and turned into HR.  We will break down changes to 

contributions, changes to investments, and changes to beneficiaries. 

All of these documents can be found under the “Announcements” tab at 

elight.docagent.net.  Your DocAgent log-in information can be found in the login 

letter that was first sent to you by HR when you were hired.  If you do not 

remember your User ID, contact Roseanne Mullis or Kayla Brehm in HR for this 

information. 

Changes to Contributions and Investments 

Once at the Announcements tab, you will find a list of documents. Select the 2020 

401K Enrollment Form 
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Fill out your personal information in the corresponding boxes. Select whether you 

would like to make a Contribution change, Investment change, or both.

 

If you wish to make changes to your contributions, go to Step 3 of the page and 

fill out that corresponding information.  You may elect which type of plan, 

whether before tax, or after tax (Roth) account or you may choose to put 

percentages into both accounts.  If you have questions about the differences in 

these plans, contact Human Resources. They will either be able to answer your 

questions, or put you in contact with an Ameritas representative to assist. 

 

To make changes to your 401(K) investments, you will need to go to Step 4 of the 

document.   This section will break down the different options for where you 

would like your contributions to be invested. You will need to notate if you would 

like your previous funds to be transferred to the new investment options you 



choose or only invest the new funds going forward. BE SURE YOU ARE FAMILIAR 

WITH these options before making any changes.  Again, direct all questions to 

Human Resources. HR will be able to either answer your questions and give you 

information about these investment options or put you in touch with an Ameritas 

agent that would be able to better assist you. 

Once all changes are complete, Step 5 of the document is for your Signature/ 

Social Security Number, and Date.  EACH EMPLOYEE MUST SIGN THIS DOCUMENT 

THEMSELVES.  Once document is completed, turn it in to Human Resources. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Changes to Beneficiary 

If you wish to make beneficiary changes choose the 401K Beneficiary Form.  

 

 

Begin with filling out your personal information in the proper boxes in Part 1 

 

 

For Part 2:  Enter the information for your beneficiary or beneficiaries.  If you 

elect to have more than one beneficiary, you must elect the % of assets for each 



beneficiary.  Please make sure that the percentage for both beneficiaries equals 

100%. 

 

NOTE: If you are married your spouse must be the primary beneficiary with 100% 

of assets. If your spouse is not your primary beneficiary, your spouse must give 

their consent in Part 3 of this form.  Your Spouse must sign and date this section 

themselves and it must be notarized.  The EMPLOYEE must then provide their 

own signature and date the form in Part 4.  Once this is completed, turn the form 

into Human Resources. 

 


