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ACTION REQUIRED if you have a new SUNY campus employer

IMPORTANT: This guide is designed for you if you have changed campuses or are now employed at an
additional campus and you have accounts in the Optional Retirement Program (ORP) or SUNY Voluntary
Savings Plan (VSP), (formerly named Tax Deferred Account (TDA) / Supplemental Savings Account (SRA)).

It is required to register your account(s) under your new campus location.
Failure to do so, may result in: duplicate contributions in the same pay period, outdated
employment records, missed contributions or potentially cancel your ongoing contributions.

It’s also important to verify you are only enrolled with your new campus. See page 4 for instructions
to verify you’re not enrolled with multiple campuses.

1. Create a user ID and password in Retirement@Work if you have not already done so by selecting
“REGISTER.”

Register OR Log in if already registered

Save for the retirement you deserve Save for the retirement you deserve

Mana;

Manage o count.

Manage your plan Manage your plan

IFyon'es st S the et i selest e et mareed I you'ee e for e vt i selectrglstor o g staned

-— e ) ()

To REGISTER your new campus, you need to RE-ENROLL in the ORP and VSP (403(b))
2. Optional Retirement Program Participants: Select ENROLL NOW.

Open and manage your retirement plan
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Enroll now Make changes Save more
Choose your retirement program, View balances and activity Make additional voluntary

‘male your elections and enroll history, make updates, and link contributions with the

‘with your investment o your investment provider(s).
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ENROLL NOW MY RETIREMENT ENROLL IN VSP
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3. Click on CHOOSE EMPLOYER and select your NEW campus.

SET UP ENROLLMENT

Prepare for your financial future by enrolling in
employer-sponsored retirement plans.

Where do you work?

Please select your employer's name as it was provided by your benefits representative.
Selecting an incorrect employer name will delete your enrollment application.

Choose from the list provided, then select Continue. You can glso search your employer using the search box.

CHOOSE EMFLOYER

Or

Enter Agency MName
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4. Next screen: Complete the required fields and select SUNY Optional Retirement Plan from the RETIREMENT
PROGRAM LIST. Note: The process will appear as if you are enrolling as a new employee.
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Enroll in the ORP only
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Next screen: Two options are available for enrollment — ORP only or ORP and VSP. Select your preference as

OR Enroll in both the ORP and VSP

CONTRIBUTIONS
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Enroll in the ORP only

Choose your investment provider and complete
your enrollment online

ENROLL IN SUNY ORP ONLY
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RETIREMIENT PROGRAM ELEGTION

Thank you for making your reti plan

“You elecied to envell n the following retrement plan

SUNY Optional Retirement Program [ORP)

PLEASE SELECT

Enroll in the ORP and save more
with a VSP Plan
Make additional contributions into the SUNY -
Voluntary 403 (b Savings Plan (vSL). Choose your
investment provider and complete your
enrollment into both plans ouline
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6. Complete the registration process by following the prompts or download the guide below for step-by-

step instructions:

http://www.tiaa.org/public/pdf/SUNY _MVC ORP_Enrollment Guide.pdf



http://www.tiaa.org/public/pdf/SUNY_MVC_ORP_Enrollment_Guide.pdf
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To register your new campus in the VSP (403(b)), you need to RE-ENROLL

1. If you are enrolling or currently participating in the VSP only, once logged in to Retirement@Work
(step 1 above), select ENROLL IN VSP as shown below.

m
Open and manage your retirement plan
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Enroll now Make changes Save more
Choese your retirement program, View balances and activity Make additional voluntary
make your elections and enroll history, make updates, and link contributions with the
with your investment to your investment provider(s)
provider(s). b
ENROLL NOW MY RETIREMENT ENROLL IN VSP

2. Click on “CHOOSE EMPLOYER” and select your NEW campus.
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SET UP ENROLLMENT

Prepare for your financial future by enrolling in
employer-sponsored retirement plans.

Where do you work?

Plesse select your employer's neme &s it wes provided by your benefits representative,
Selecting an incorrect employer neme will delete your enrollment spplication.

Cheose from the list provided, then select Continue. You can slso sesrch your employer Lsing the seatch bax.
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3. Complete the registration process by following the prompts or download the following guide for step-by-
step instructions:
http://www.tiaa.org/public/pdf/SUNY_MVC TDA Guide Enrollment Guide.pdf

Important: If you already have an account/contracts with one of the authorized investment providers there is
no need to create a new account/contacts unless you would like to choose a new investment provider.


http://www.tiaa.org/public/pdf/SUNY_MVC_TDA_Guide_Enrollment_Guide.pdf
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4. Verify you are only enrolled with your current campus.
Once enrolled with your new campus, log back in to Retirement@Work or click “Back to home” if you’re
still logged in and choose “My Retirement” under Make Changes. If you see two active employers listed, you
will need to stop the contribution from your old campus. To do this, choose your previous campus (an
example is shown below) by clicking “Continue.”

MANAGE MY ACCOUNT

Select a location

View your plan summary and manage your contributions by selecting Continue.
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SUNY At Alban:
Y SUNY System Administration

CONTINUE
CONTINUE

Back to home page

Select
“Contributions” tab.

@ s SUNY At Albany 9 o .

CONTRIBUTIONS HISTORY EDUCATION & TOOLS

Balances

Total balance* for all plans at:

THE STATE UNIVERSITY OF NEW YORK $59,296.40

Finally, click the link for “Stop voluntary contributions,” accept the Terms & conditions then click the “Stop
contributions” button. This will ensure your new campus election is the only active one.

Contributions

@ If you have not opened an account with an investment provider, please select the fallowing provider's link to enroll: TIAA

Welcome to the SUNY Retirement Enrollment and Management System. Here you must select your investment
providers for the ORP, and can also enroll in SUNY's Voluntary 403 (b) Savings Plan (VSP). All employees who
receive a W2 from SUNY are eligible to participate in the SUNY VSP program

summary —

YOUR CONTRIBUTIONS

Pre-Tax & Roth Contributions $340.00 per pay period
Pre-Tax y Contributing




