
 
 

 
 

Step-by-Step Procedures on 
Navigating the 403bComply Website 



CalSTRS403bComply.com Walkthrough 
 
The objective of this piece is to help you navigate CalSTRS403bComply.com and 
perform necessary tasks in a quick and simple manner. Whether you’re a new participant, 
not having contributed to a 403(b) before or not having been contributing to a 403(b) plan 
with your current district since before January 1, 2009, or a current participant, whether 
you’ve been to the website before or not, you’ll find instructions on how to easily 
navigate the website. There are also instructions regarding how to stop contributions, if 
you feel like doing so, as well as how to check your payroll deductions. 
 
If this walkthrough doesn’t answer all of your questions regarding how to navigate 
CalSTRS403bComply.com, please call us at (888) 892-7494 or e-mail us at 
403b@CalSTRS403bComply.com.  
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NEW PARTICPANTS 
 
If you are not currently contributing to a 403(b) plan or have not contributed since 
CalSTRS 403bComply became your plan’s administrator (see the list attached), you are 
considered a “new participant.” 
 
Go to: www.CalSTRS403bComply.com. It looks like this: 
 

 
 
Click on the “Plan Descriptions” button and find your district from the list.  
 
Click on your district’s name and it will take you to a description of that district’s plan. 
Here’s an example:  
 



 3

 
 
Find the password you’ll need for your district under the “Plan Password for Enrolling 
Online” section (the example for Allensworth ESD is “allen403”), and write it down. 
 
Go back to the homepage (www.CalSTRS403bComply.com) and click on “Login.” 
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Then, click on the “New Participants” link. 
 

 
 
It will take you to a login page, asking for your “SSN” and “Password.” Input your nine-
digit Social Security Number in the “SSN” field. Remember the “Plan password for 
enrolling online” you wrote done from the Plan Document for your district (our example 
was “allen403”)? Input that password in the “Password” field. 
 
Click “Begin.” 
 
You’ll then be taken to a page where you’ll need to input personal information, like name 
and address. It will look like this: 
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When done, click the “Submit” button and it will take you to a review page, giving you a 
chance to review your information. If all is correct, hit the “Finish” button. 
 
Like the screen below says, you’ve now created your account with CalSTRS 403(b) 
Comply. 
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Now click the “Click here” link to continue and access your account. 
 
This will take you to your “Participant Summary” page. It looks like this: 
 

 
 
Under the “New Participants” section on the left side, Step 1 is to “Contact an approved 
Investment Provider and set up an account.” If you have not set up a 403(b) account with 
an approved Investment Provider, proceed no further. Go to the homepage 
(www.CalSTRS403bComply.com) and click the “403(b) Vendors” button. You may set 
up a 403(b) account with any of the vendors on this list. Once done, you may continue to 
Step 2. 
 
Step 2 is where you determine your per-paycheck contribution amount.  
 
Click the “Click here” link under Step 2 and it will take you to this page: 
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Since you are changing your contribution amount from nothing to something for the first 
time, be sure to check the “Change” box.  
 
Now, determine how much money you would like to contribute per paycheck and enter it 
in the “per pay period” field, under “New Contribution.” If you’d like to contribute $100 
per paycheck, enter “100.00” in the field. If you’d like to contribute $156.21 per 
paycheck, enter “156.21” in the field. 
 
If you are contributing to a 401(k) plan or 403(b) plan with another employer, input how 
much money you contribute to both of those plans, per calendar year, in the “Amount 
contributed: (calendar year)” field. If not, leave it at the default of “0.00.” 
 
When you are comfortable with your contribution amount, hit the “Submit” button. 
 
It will take you to a review page to make sure you’ve contributed the correct amount. If 
so, hit the “Continue” button. 
 
You’ll then be taken to a “Contribution Rate Change” page, confirming you’ve changed 
your contribution rate. It will give you a confirmation number, which you may reference 
in the future, ensuring you’ve changed your contribution amount. There are still two 
more steps to go, so hit “Click here” to return to the Summary Page. 
 
Step 3 is where you direct your contributions to the Investment Provider with whom you 
have a 403(b) account. 
 
Click the “Click here” link under Step 3 to go to the Investment Providers page. 
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If you scroll down just slightly on that page, it will look like this: 
 

 
 
Find the Investment Provider with whom you’ve set up your 403(b) account. For this 
example, we’ll use 403(b) ASP. 
 
Under “New %,” in the same line of your Investment Provider, enter “100.00.” This 
means 100% of your per-paycheck contributions are going to that Investment Provider.  
 
Then, click on the “Add Contract” link in the same line, under the “Action” column. The 
line will expand to look like this: 
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In the new field created under the “Contract/Account %” column, enter “100.00.” This 
means you’re only contributing to one contract for the particular Investment Provider. 
 
Once you’ve entered your two “100.00’s” in the appropriate fields, scroll to the bottom of 
the page and hit the “Submit” button. 
 
It will then take you to a review page to make sure you’re contributing to the right 
Investment Provider. If everything is correct, hit the “Continue” button. 
 
You’ll then be taken to an “Election Change All Sources” page, confirming you’ve 
changed your Investment Provider. It will give you a confirmation number, which you 
may reference in the future, ensuring you’ve changed your Investment Provider. There is 
only one more step to go, so hit “Click here” to return to the Summary Page. 
 
Step 4 is the final step and ensures you’re using an approved Investment Provider. 
 
Click the “Click here” link under Step 4 on the Summary Page, and it will open a new 
window for you. 
 

 
 
Input your Social Security Number in the appropriate field and hit the “Continue” button. 
 
Click on the “Change Registration” button. Then, click on “Add Product.” 
 
Select the Investment Provider you’ve opened a 403(b) account with from the dropdown 
list. Then, select the Investment Product you’ve chosen with that particular vendor.  
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Hit the “Submit” button. Then, hit “Done.” You should then see this screen before you: 
 

 
 
Congratulations. You’ve completed all four steps required to set up contributions to your 
403(b) account. From now on, you will follow the steps in the “Current Participants” 
section of this tutorial to make any changes to your 403(b) contributions. 
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CURRENT PARTICIPANTS 
 
If you are currently contributing to the 403(b) plan through your district or you have ever 
contributed to the 403(b) plan since CalSTRS 403bComply took over administration of 
the plan (see list attached), even if you haven’t been to the website before, you are 
considered a “current participant.” 
 
Go to www.CalSTRS403bComply.com and click on “Login.” 
 

 
 
Then, click on the “Current Participants” link: 
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It will take you to a login page, asking for your “SSN” and “Password.” Input your nine-
digit Social Security Number in the “SSN” field. Input the last four digits of your Social 
Security Number in the “Password” field. 
 
Click “Begin.” 
 
This will take you to your “Participant Summary” page. It looks like this: 
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Under the “Current Participants” section on the right side, you must choose what action 
you want to take. If you’d like to increase or decrease your contribution amount per 
paycheck, click on the “click here” link next to “To change your Contribution Amount.”  
 
It will take you to this page: 

 
 
You’ll notice the red text states even if you’re contributing $1000 per paycheck, the 
default number will show 0.00.  
 
Since you are changing your contribution amount, be sure to check the “Change” box.  
 
Now, determine how much money you would like to contribute per paycheck and enter it 
in the “per pay period” field, under “New Contribution.” If you’d like to contribute $100 
per paycheck, enter “100.00” in the field. If you’d like to contribute $156.21 per 
paycheck, enter “156.21” in the field. This will not add or subtract from your current 
contribution amount. The new number will become your contribution amount. 
 
If you are contributing to a 401(k) plan or 403(b) plan with another employer, input how 
much money you contribute to both of those plans, per calendar year, in the “Amount 
contributed: (calendar year)” field. If not, leave it at the default of “0.00.” 
 
When you are comfortable with your contribution amount, hit the “Submit” button. 
 
This will take you to a review page to make sure you’ve contributed the correct amount. 
If so, hit the “Continue” button. 
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You’ll then be taken to a “Contribution Rate Change” page, confirming you’ve changed 
your contribution rate. It will give you a confirmation number, which you may reference 
in the future, ensuring you’ve changed your contribution amount.  
 
If you would like to do anything else regarding your contributions, hit “Click here” to 
return to the Summary Page. If you are through making changes, you may “Log Out.” 
Back at the Summary Page, if you’d like to change the Investment Provider you are 
contributing to, click the “click here” link next to “To change your Investment 
Providers.” 
 
If you scroll down just slightly on that page, it will look like this: 
 

 
 
You’ll notice the red text states you will see “0.00” in all fields, by default, even if you’re 
currently contributing to an approved Investment Provider.   
 
Find the new Investment Provider with whom you’ve set up a 403(b) account. For this 
example, we’ll use 403(b) ASP. 
 
Under “New %,” in the same line of your Investment Provider, enter “100.00.” This 
means 100% of your per-paycheck contributions are going to that Investment Provider.  
 
Then, click on the “Add Contract” link in the same line, under the “Action” column. The 
line will expand to look like this: 
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In the new field created under the “Contract/Account %” column, enter “100.00.” This 
means you’re only contributing to one contract for the particular Investment Provider. 
 
Please note this will not add another vendor for your contributions to go to, it will rather 
replace your former vendor and become the new vendor. 
 
Once you’ve entered your two “100.00’s” in the appropriate fields, scroll to the bottom of 
the page and hit the “Submit” button. 
 
It will then take you to a review page to make sure you’re contributing to the right 
Investment Provider. If everything is correct, hit the “Continue” button. 
 
You’ll then be taken to an “Election Change All Sources” page, confirming you’ve 
changed your Investment Provider. It will give you a confirmation number, which you 
may reference in the future, ensuring you’ve changed your Investment Provider.  
 
There is one more thing you must do after changing your approved Investment Provider, 
so hit “Click here” to return to the Summary Page. 
 
You must “change your Product Registration,” so hit the “click here” link next to that 
phrase, and it will open a new window for you. 
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Input your Social Security Number in the appropriate field and hit the “Continue” button. 
 

 
 
Click on the “Change Registration” button. Then, click on “Add Product.” 
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Select the Investment Provider you’ve opened a 403(b) account with from the dropdown 
list. Then, select the Investment Product you’ve chosen with that particular vendor.  
 
If you have already done Product Registration, you may hit the “Remove” button next to 
your former Investment Provider. 
 
Hit the “Submit” button. Then, hit “Done.” You should then see this screen before you: 
 

 
 
Congratulations. You’ve successfully changed Investment Providers. You may close the 
“Product Registration” window and then “Log out.” 
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HOW TO CEASE CONTRIBUTIONS 
 
Go to www.CalSTRS403bComply.com and click on “Login.” 
 

 
 
Then, click on the “Current Participants” link: 
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It will take you to a login page, asking for your “SSN” and “Password.” Input your nine-
digit Social Security Number in the “SSN” field. Input the last four digits of your Social 
Security Number in the “Password” field. 
 
Click “Begin.” 
 
This will take you to your “Participant Summary” page. It looks like this: 
 

 
 
Under the “Current Participants” section on the right side, click on the “click here” link 
next to “To change your Contribution Amount.”  
 
It will take you to this page: 
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You’ll notice the red text states even if you’re contributing $1000 per paycheck, the 
default number will show “0.00.”  
 
Since you are changing your contribution amount, be sure to check the “Change” box.  
 
Since you want to stop contributions, and the number in the “per pay period” field 
already reads “0.00,” you do not need to change anything. The default number will 
become your contribution amount and effectively stop contributions. 
 
Hit the “Submit” button. 
 
It will take you to a review page, stating you’ve changed your contributions to “zero.” If 
so, hit the “Continue” button. 
 
You’ll then be taken to a “Contribution Rate Change” page, confirming you’ve changed 
your contribution rate to “zero.” It will give you a confirmation number, which you may 
reference in the future, ensuring you’ve changed your contribution amount.  
 
You may “Log Out.” 
 
Congratulations, you’ve successfully stopped all 403(b) contributions, and are welcome 
to start contributing again at any point in the future. 
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HOW TO CHECK YOUR PAYROLL DEDUCTIONS 
 
Go to www.CalSTRS403bComply.com and click on “Login.” 
 

 
 
Then, click on the “Current Participants” link: 
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It will take you to a login page, asking for your “SSN” and “Password.” Input your nine-
digit Social Security Number in the “SSN” field. Input the last four digits of your Social 
Security Number in the “Password” field. 
 
Click “Begin.” 
 
This will take you to your “Participant Summary” page. It looks like this: 
 

 
 
Under the “Current Participants” section on the right side, click on the “click here” link 
next to “To view your current elections.”  
 
This will take you to the Reports page.  It looks like this: 
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Select “403b Current Elections”, then click the “Submit” button. 
 
A box will pop up that says, “Your report is ready to be saved or viewed.”  Click on the 
“Open Report” link: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 



 24

A PDF report will appear on your screen showing the amount of your payroll deduction 
(per pay period) and the 403(b) vendor(s) to which your contributions are going: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Congratulations, you’ve successfully viewed the current amount of your payroll 
deductions and the vendor to which your deductions are going. 
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CalSTRS 403bComply Employers 
 
Employers who joined the CalSTRS 403bComply program from January 1, 2008 to 
December 31, 2008: 
 

1. Allensworth 403b  
2. Alpaugh 403b  
3. Alta Vista 403b  
4. Alview-Dairyland 403b  
5. Arvin 403b  
6. Bass Lake 403b 
7. Burton 403b  
8. Buena Vista 403b  
9. Chawanakee 403b  
10. Chowchilla 403b  
11. Columbine 403b  
12. Cutler Orosi 403b  
13. Dinuba 403b  
14. Ducor 403b  
15. Earlimart 403b  
16. Eastern Sierra USD 403b 
17. Exeter ESD 403b  
18. Exeter HSD 403b  
19. Farmersville 403b  
20. Goleta 403b 
21. Hope ESD 403b  
22. Kern HSD 403(b  
23. Kings River 403b  
24. Liberty ESD 403b  
25. Lindsay USD 403b  
26. Lucerne ESD 403(b)  
27. Madera COE 403b  
28. Woodville Union SD 403b  
29. Mammoth 403b 
30. Mono County 403b 
31. Monson-Sultana 403b  
32. Natamoas USD Voluntary 403b 
33. Oak Valley ESD 403b  
34. Outside Creek ESD 403b  
35. Palo Verde Union ESD 403b  
36. Pixley SD 403b  
37. Pleasant View ESD 403b  
38. Porterville USD 403b  
39. Raymond 403b  
40. Richgrove ESD 403b  
41. Rockford ESD 403b  
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42. Sequoia Union ESD 403b  
43. College of the sequoias 403b  
44. Sherman Thomas 403b  
45. San Lorenzo USD 403b  
46. Springville Union SD 403b  
47. Stone Corral ESD 403b  
48. Strathmore Union ESD 403b  
49. Sundale Union ESD 403b  
50. Sunnyside Union ESD 403b  
51. TCOVE-ROP 403(b)  
52. Tulare City ESD 403b  
53. Terra Bella Union ESD 403b  
54. Three Rivers Union ESD 403b  
55. Tipton ESD 403b  
56. Tulare COE 403b 
57. Tulare COE Child Care 403b 
58. Tulare Joint Union HSD 403b  
59. Visalia Unified 403b 
60. Waukena Joint Union ESD 403b  
61. Woodlake Union ESD 403b  
62. Woodlake Union HSD 403b  
63. Woodville Union SD 403b 

 
 
If your employer is not listed above, then they joined the CalSTRS 403bComply program 
after January 1, 2009. 
 
 
 
 
 


