
Enroll In Your Retirement Plan 
You are now eligible to join Leading Retirement Solution’s retirement plan and start saving for 

your future. Enrolling is simple and only takes a few minutes. This guide will walk you through 

the steps. 

If you need help, please contact us at service@leadingretirement.com. 

www.leadingretirement.com service@leadingretirement.com 206.430.5084 
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Go to your plan website and register 

Go to www.leadingretirement.com/portal and click “View My Account” on the left-hand side. 

 

On the Welcome page, scroll down to click “Register to access your account” to get started. 

 

 

 

 

 

 

 

Start Registration 

Click “Start Registration” to continue. 
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Enter Personal Information & Contact Information 

Please complete your information while keeping the following in mind: 

• The Plan Information is left blank unless your employer provides special additional 

instructions. 

• There are no dashes for the social security number. 

• Both sections must match the same information your employer has in the payroll system. 

• It is recommended to add lrs@benefitsnotification.net on your safe sender list, to 

receive security codes and participant statements. 

 

 

 

 

Enter Verification Code 

To verify your identity, a one-time security code will be sent to your email or phone. 

 

Make sure to check your Spam folder. If you do not receive the code, please contact 

service@leadingretirement.com. 
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Create Login ID, Password & Security Questions 

Upon successful account identification, you will be prompted on the next screen to set up your 

new login credentials. 

 

On this screen, you will create your Login ID, Password, and choose 3 security questions. 

 

 

 

 

 

Continue to Your Account 

Click “Continue to Account” to start the Online Enrollment Wizard. 
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Setup Two-Factor Authentication 

Two-factor authentication is used to increase the safety and security of your account. 

 

• Choose the security code verification method (email or text).  

• Choose the frequency for two-factor authentication. 

 

 

 

 

 

Set & Confirm Your Preferred Email Address 

Set and Confirm your preferred email address. Click “Save and Continue.” 
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Get ready to enroll 

The first screen provides some basic information about enrolling in your retirement plan. Click 

Enroll now to continue. 
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Note: 

1. The SSN does not need dashes, 

but the Date of Birth does need 

slashes (ex. MM/ DD/YYYY). 

 

2. Workplace Information is not 

required unless your employer 

provided these items. 

 

3. This system information is 

provided by your employer. 

Please use the same information 

supplied to the company. If you 

cannot complete your 

identification verification, please 

call Participant Support at 

service@leadingretirement.com. 

 

Review and update your information 

The next screen shows your contact information and other details from your employer’s 

records. Click This information is correct if it looks good. If you need to add or change 

something, select Edit, make your changes, and then click Save and continue. 

 

Note: Date of birth and work email cannot be updated here. To update those, please contact 

service@leadingretirement.com. 
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Review and update your information 

If you need to add or change something, select “Edit”, make your changes, and then click “Save 

and continue.” 

 

Note: Date of birth and work email cannot be updated here. To update those, please contact 

LRS. 
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Enroll in paperless delivery 

Next, choose how you want to receive statements and other communications from your 

retirement plan. Paperless delivery is typically faster and can reduce clutter. 

 

Note: The options you see on this screen may vary depending on your plan. 

 

 

 

 

Review your plan information 

This screen provides important documents related to your retirement plan. We suggest you 

download copies to read them now and save them for future reference. 

 

Note: The documents you see on this screen will vary depending on your plan. You may not see 

this screen if no documents are available. 
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Savings Assistance 

Use the Savings Assistant if you want an estimate on what % to defer to hit the annual IRS 

maximum deferral limit. 

 

Otherwise, skip this section if you want to select your own deferral rates. 

Review your automatic contribution arrangement (if applicable) 

If your plan has an automatic contribution arrangement, you’ll see that information next. You 

can stay in the arrangement, choose your own contribution amount, or select Don’t 

automatically enroll me if you don’t want to contribute at all. 

 

Note: If your plan does not have an automatic contribution arrangement, you won’t see this 

screen. 
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Choose your contributions (if applicable) 

If you decided to choose your own contributions on the previous screen, or if your plan does not 

have an automatic contribution arrangement, you’ll see the Choose contributions screen next. 

 

Enter how much you want to contribute for each type of contribution your plan offers. 

 

Note: If your plan allows for Roth and Pretax, you can select either (or both) and change these 

deferral elections in the future. 
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Choose your own investments (if applicable) 

If you decided to choose your own investments on the previous screen, or if the previous screen 

was skipped, you’ll see the Choose investments screen next. 

 

Enter how much of your contributions should be directed toward each investment. 

 

Choose your own investments (if applicable) 

Next, review your assigned investments and decide if you want to keep them or choose your 

own. 

 

Note: You may not see this screen if you have no assigned investments or if certain other 

conditions apply to your account. 
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You’re enrolled! What’s next? 

Deferral elections will be transmitted to your employer. Please allow 1-2 pay periods for changes 

to be reflected. 

 

To view your enrollment info or print a copy, click "View my enrollment summary." From here, 

you can Add a beneficiary or Go to your account to explore your plan. 

Review your enrollment information 

This is a chance to review what you’ve entered and go back and change something if you wish. 

Don’t worry—you can also make changes after enrolling. 
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Contact Us 
 

service@leadingretirement.com 

www.leadingretirement.com 

 

Have questions or need assistance? We’re here to help! 

 

 

Whether you need guidance on enrolling in your 

retirement plan, have questions about your 

investments, or need support with your account, our 

team is ready to assist you. 
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