
 
 

Manatt, Phelps & Phillips, LLP 
Employee Savings Plan 

 
Changing 401(k) Contribution with 

Vanguard 
 
 
 
 

 
or 

 
 

Log on to their website at www.vanguard.com 
 

1. Select “Retirement Plan Participants” 

2. If already registered, enter user name and 
password; otherwise, Register for online 
access 

3. Select “Employer Plans” then follow the 
prompts 

 
 
To register for online access go to www.vanguard.com > Select “Retirement Plan 
Participants” > Select “Register for online access”. The plan # is 091884. 
 
IMPORTANT NOTE! If you already have a Vanguard username from a prior 
employer’s retirement plan or an individual IRA, you will instead log in to your 
account at Vanguard using your current username, select “Employer Plans” 
and navigate to the Manatt plan. 

 
New hires: see page 2 
 
All others, skip to page 3

 

Call Vanguard Participant Services 
at 1-800-523-1188 

http://www.vanguard.com/
http://www.vanguard.com/


 
 

NEW HIRES ONLY:  
1) To change your election or opt out of the 3% auto-enrollment, first click on Enroll today

  
 
2) Choose “Change my enrollments” or “I don’t want to be enrolled” as applicable 

 
 
3) If you chose Change my enrollments, you will be shown your pending future-dated 3% auto-

enrollment. Choose “Edit” to make a new election that will be effective on the next payroll cycle   

 
4) a) Change the “Percent”/”Dollar” drop down menu if desired. Percentage elections deduct 

from all eligible pay (including bonuses, etc.), whereas Dollar elections are a flat amount 
deducted only from your two regular semimonthly payrolls. 
b) Then, type in your contribution amount in the Deduction field. 

       
• Employee Deferrals are pretax 401(k) contributions 
• Roth Basic deferrals are post-tax Roth 401(k) contributions 

 



Step 2 

Step 1 

Step 3 

 
 

For ongoing participants follow the below steps: 
  

Once you log on to the Vanguard site, From the “Manage my money” menu, choose “Manage my contributions” 

 

 
Consider if you would like to change your pre-tax 401(k) contributions (“Employee Deferrals”), or after-tax 
Roth 401(k) contributions (“Roth Basic”), or both: 

 
 
 

 
Toggle the “% | $” tab to indicate whether you would like to contribute a “percentage” or a “flat dollar amount”. 
Percentage elections deduct from all eligible pay (including bonuses, etc.), whereas Dollar elections deduct only 
from your two regular semimonthly payrolls. 
 

 
 
 



Step 5 

Step 4 

 
 
 

 
Enter the amount you wish to contribute into the applicable box (or boxes) and then click Continue 
 

 
 
 
 

 
 

Decide whether or not to opt in to “automatic increases,” in which Vanguard will increase your 
election every year by the amount you indicate 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Step 6 & 7 

 
 

 
 
 

 
Review and Edit if needed. Note the date your change takes effect.  Click “Submit my changes” if everything 
matches your intentions. 
 

 
 
 
 
 

 
 
 
 
 
 

 
Don’t forget to designate your beneficiary if you have not already done so! 

 

You may follow the above steps to make changes to your 
401(k) election at any time during the calendar year. Please 

note, Vanguard’s cutoff for changes for the “next payroll 
cycle” is approximately 8-11 days prior to payday. 


