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Overview
 
This document provides information regarding the different types of PIN documents and 
when each of the PIN document generate.   
 
Sample PIN Documents:  All sample documents assume plans are setup with all 
features.  The section of the PIN document that is titled, “How to use the Voice Response 
System to access your account”, is dynamic to the features that are offered to the plan so 
if the plan doesn’t have loans, the Loan Information option will not be listed in the phone 
tree, etc. 
 
 Enrollment PIN 

Welcome PIN 
Reminder PIN - Duplicate PIN 
Temporary PIN  

 
Procedure 
 

I. Which PIN generates and when does it generate? 
A. There is one PIN document type, DOC_TYPE: PARPIN, referenced in the 

lower left corner of the document 
B. PARPIN that references “RE:  Retirement Plan Enrollment” 

1. Referred to as “Enrollment PIN” 
2. The enrollment PIN is scheduled in ISIS as part of Online 

Enrollment Setup 
3. The PIN generates for newly eligible employees as per the Online 

Enrollment Window Schedule setup for the Plan. 
4. The document provides direction on how to enroll via the Voice 

Response System and the participant Web Site and includes the 
Participation Agreement for Online Enrollment 

C. PARPIN that references “RE:  Account Information and Personal 
Identification Number (PIN)”  

1. Referred to as “Welcome PIN” 
2. The PIN generates for all first contributions, meaning at conversion 

or when a PSC user processes contributions.  
3. The document includes participant information, general account 

information (i.e. investment selections, deferral election, beneficiary 
information), confidential PIN, direction on how to access the Voice 
Response System and how to use the participant Web Site.  

D. PARPIN that references “RE:  Personal Identification Number (PIN)” 



1. Referred to as “Reminder PIN” (Duplicate PIN)  
2. PIN generates when participant calls the Voice Response System and 

requests a reminder PIN (confirmation PIN) 
3. PIN generates when participant accesses the participant Web Site 

and indicates that they forgot their PIN and goes through the steps to 
order a PIN 

 

 
E. PARPIN that references “RE: Request for Temporary Personal 

Identification Number (PIN)” 
1. Referred to as “Temp PIN” 
2. Participant must be listed on FASCore recordkeeping system 
3. If Plan is setup with Online Enrollment/Deferral recordkeeping, 

participant must be eligible to enroll, meaning the eligibility 
indicator = Y, the participation date has been provided via PDI or 
FASCore calculated, and the enrollment window is open for the 
participant.  This is based on the lead days setup in the Online 
Enrollment Window Schedule on ISIS.  

4. If Plan is not setup with Online Enrollment/Deferral recordkeeping, 
the participant must have an account balance in order for a Temp 
PIN to be issued.     

5. Temp PIN document generates when a temporary PIN is requested 
through an RPS representative 

6. The temporary PIN is given verbally to the participant 
7. Temp PIN expires in 24 hours 
8. Participant accesses Voice Response System/Participant Web Site to 

change their PIN 
9. Temporary PIN letter states that a temporary PIN was requested 

F. PARPIN that references “RE:  Verification of Account Information” 
1. Referred to as “Verification Document” 
2. Generates when participant makes changes via the Voice Response 

System or through an RPS representative 
3. Includes PIN if 

a. Participant requests reminder PIN either via the Voice 
Response System, Participant Web Site or through an RPS 
representative and 



b. Participant speaks with an RPS representative and makes 
deferral changes, allocations changes, etc. 

c. This scenario is rare. 
 
 

II. Additional considerations   
A. A Temp PIN can be generated when an employee has a “Y” as eligible 

to participate on their PDI file record and has a current participation 
date. 

B. If a plan adds Auto Enrollment with Online Enrollment and a participant 
has a regular (REG) balance (profit sharing balance, before tax 
contributions, after tax contributions, match contributions, discretionary 
match contributions or forfeiture reallocations), an Enrollment PIN will 
not automatically generate.   

C. If a plan adds Auto Enrollment with Online Enrollment and a participant 
only has a rollover balance, noted as (SGL) single balance on ISIS, an 
Enrollment PIN will generate. 

D. Requests to send out Reminder PINs to all Plan participants with 
account balances can be submitted to your Plan Manager. 

E. The following are sample screen prints of what a participant will see 
when they log in using a temporary PIN. 

 
 

When a participant obtains a temporary PIN, what do they see when they 
login? 
 
First, if they have not already registered, they are presented the screen below. 
 

 
 
Once registered, confirmation is provided. 



 
Next they are prompted to enter the temporary PIN as the current PIN and enter 
a new PIN – and confirm.   
 
 

 
 
Last, they receive confirmation the PIN has been changed. 
 
 

 
 
 
 
 
 
 

 
 

 
 


