
OUR NEW ONLINE ENROLLMENT  
EXPERIENCE GUIDE 

 
MVP’s new Online Enrollment is designed to be simple and friendly making enrollment easy for you!  This 
guide will walk you through how to register your account, create security credentials, and follow 6 easy steps 
to enroll so you can control your retirement future! 

If you feel confident about the process, then here is a quick summary of the steps required.  Feel free to get 
started! 
 

1. Register Your Account 
• Go to www.mvp401k.com and click Login at the upper right and then Participant Login. 
• Click Register to access your account. 
• Follow the instructions to verify your identity 
• Create your User ID and Password 
• Select the security questions and assign the answers 

2. Provide your personal email address and set-up two-step verification 
• Provide your personal email address for future notifications 
• Select your two-step verification method 

3. Online Enrollment – 6 simple steps! 
1) About you – verify the information we have in our system about you. 
2) Plan Information – read and download important plan documents and information 
3) Contributions – set the amount you want to contribute 
4) Investments – determine how you want your money invested 
5) Review – review and change anything you entered and then proceed 
6) Finished – you’re done!  Congratulations! 

 

If you would like a step-by-step look at the process, then the rest of this guide is for you!  Follow the detailed 
instructions starting on the next page and let us know if you have any questions.  Call us at (919) 465-2220.  
Thanks! 

 

 

 

 

 

 

 

 

 

http://www.mvp401k.com/


 

 

Section 1:  Register Your Account (this is the starting point to “claim” your account) 
1. You will need: 

a. Your Social Security Number 
b. Access to your phone or email to receive a security code. 

2. Go to www.mvp401k.com and select Login from the upper top corner of the screen.  Select 
Participant Login.  

3. Click on the link Register to access your account. 

 

Identification (this is to verify you are you so that no one else can register your account) 
1. You will need to complete as much information as possible. 
2. Required fields are SSN, Birth Date, Email Address, and Mobile Phone Number. 
3. Recommended fields are First Name, Last Name, Home Phone Number, and 2nd Email Address 
4. You must match at least 4 of these data points including SSN and Email Address OR Mobile Phone 

Number PLUS 2 additional data points.  If you cannot get at least 4 of these data points to match, 
please stop and call MVP at (919) 465-2220 so that we can assist you. 

5. Note that none of the information you are entering will be added to our system at this time.  These 
data points are simply to verify your identity. 

6. Once completed click Continue 

Note: Email address or mobile phone number is REQUIRED. 

 

 

 

 

 

http://www.mvp401k.com/


Identification - Continued 

 

Verify Your Identity 

1. After submitting your Identification, you should receive a security code via email or text message.  This 
code will go to any email or mobile number you entered in the prior step.  

2. Enter the security code and then click Verify. 

Note: It may take a few minutes for the code to arrive. If you do not receive a code, then select the option to 
Send a new code or click Help (in the upper right corner) to contact MVP. 

 



 
Create login credentials and security questions (this secures your account) 

1. Follow the instructions to create a Login ID, Password, and security questions.  Be certain to keep your 
Login ID, Password, and answers to your security questions private and available to you for accessing 
your account in the future. 

2. Click Save. 

 

Finish Registration 
If registration is successful, you will see the message below. Click Continue to account to log in and 
complete the remainder of the account setup. 

 



 

Section 2: Provide Your Personal Email Address & Setup Two-Step 
Verification 

1. You will be asked to provide a personal email address that will be added to our system. This email 
address will be used to send security alerts and other notifications, like transaction confirmations.   

 
2. For security purposes, you will be prompted to enter your Password to confirm your personal email 

address.  After entering your Password, click Save and Continue.   

             
 

Set up two-step verification (this is an EXTRA layer of security!) 
You will be asked to set up two-step verification.  This is a second login step that helps verify your identity 
when accessing your account.  It does require a one-time security code that will be delivered to you via text 
or email, depending upon which method you choose. 
 

1. Select the Delivery Method and Frequency you prefer and click Continue. **Note – You will need to 
enter your updated password created on the previous pages. 

 



 
2. Enter the security code received and click Continue. 

 
You have Registered your account and protected it with two layers of security!  Congratulations!  You are 
now at the “Start Page” for Online Enrollment.   

Section 3: Online Enrollment in 6 Simple Steps! 
 

Start Page - Welcome to the enrollment process!  This page will answer common questions about 
retirement plans and tell you what to expect.  To get started, simply click “Enroll Now”.  You may pause at any 
point during the enrollment process and pick back up later.  However, this process is designed to take minimal 
time to enroll in your retirement plan and control your retirement future! 
 

 



 

Step 1 – About You 
Review and update contact information and delivery preferences.  You can review your personal information 
and edit phone numbers and personal email addresses.  Once confirmed, select “This information is correct”.  
If the information provided is not correct, contact your Human Resources Department to update the 
information on file. 
 

 

You will also update your delivery preferences prior to moving forward.  Once you have made your selections, 
click Save and Continue to go to the next screen. 

 

 

 

 



 

 

 

Step 2 – Plan Information 
Review & accept any electronic plan documents required to be provided during enrollment. This may include: 
 

• Summary Plan Description 
• QDIA Notice 
• Auto-Enrollment Notice (if applicable) 
• Safe Harbor Notice (if applicable) 
• Required Investment Disclosures (if applicable) 

You can download these to keep during the enrollment process.  These documents will always be available 
on the website for you to review at any point. Once you are ready to move forward, click Continue. 

 



 

Step 3 – Contributions 
You will update deferral elections.  If your plan does not have an automatic contribution arrangement (auto-
enrollment), skip to page 11 where you read “Change Contributions” for instructions on updating your deferral 
election.  If the plan does have an automatic contribution arrangement, you will have 1 of 3 options: 

1. Stay in auto-enrollment 
2. Opt-out of auto-enrollment and select a different deferral election 
3. Opt-out of auto-enrollment and reset deferral elections to zero 

Option 1 - Stay in the automatic contribution arrangement   

If you want to stay auto-enrolled at the stated percent of your pay that will be withheld as an employee 
deferral, then click Continue.  

 

 

Option 2 – Opt-out of auto-enrollment and select a different deferral election 

You can select “Choose my own contribution” and click Continue.  This will take you to the Change 
Contributions screen where you can select a different deferral rate. 

 

 

 



 

Change Contributions 

Update deferral elections on this screen.  You may elect a dollar or percent (if allowed) to be withheld from 
your paycheck and you can also make a Roth election, if the plan allows.  The annual IRS limits will be included 
on the right-hand side of the screen allowing you to determine your maximum deferral amount for the year.   

 

 

 

Once you have made your election, click Continue. 

 

 

 

 

 



 

Option 3 - Opt-out of auto-enrollment and reset deferral elections to zero 

If you want to Opt-out of auto-enrollment and not contribute anything to the plan, then click Don’t 
automatically enroll me. 

 

 

You will receive a pop-up confirming your request to opt-out of auto-enrollment. 

 

Because you have opted out of the plan, you will be taken to the final screen in online enrollment and can 
add beneficiary information, view your account or log out.  You’re done! 

 

 

 



Step 4 – Investments 
You can stay in the Qualified Default Investment Alternative for the plan (Keep the assigned investments) or 
select your own (Choose my own investments).   

 

If you select “Choose my own investments”, you will be taken to the investment election screen to select how 
you want your contributions invested.   

 

Click Continue when finished. 

 

 

 



Step 5 – Review 

Review what has been entered and make any changes.  Once you agree, click Enroll me. 

 

 

 

 



 

Step 6 – Finished 

Enrollment is complete!  You can now update your beneficiary information and/or access your account. 

 

 

 

 

 

 

 

If you need help or have questions, feel free to give us call (919) 465-2220 
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