1. Loginto Firefly and click on the Employee Self Service tile.
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2. Click on the My Retirement Plans tile.
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3. On the Fidelity website, click on Accounts & Benefits.
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4. A drop-down menu will appear. Click on the Retirement Savings link.
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5. Click on the plan you would like to update.
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6. Inthe center of the page, under Contributions, click Show More.
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7. The box will expand. Click on the Change Contributions button.
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8. Then click on the Contribution Amount link.
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9. There are 2 options to choose from, Percentage Contributions or Dollar Contributions. Enter the
per pay period amount and then click Change Contribution Amount. **Please do not elect a
100% contribution, as at least $50 needs to come though on your paycheck.**
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10. Review your Desired contribution amount and click Submit.
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11. You will receive a confirmation number. For monthly paid employees, the change will become
effective the first of the month following the submission. For biweekly paid employees, the
change will become effective in 1 to 2 pay periods.
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Next Steps
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