
Frequently asked questions 
Equitable is committed to providing you and your employees with the tools, resources and services 
needed to make managing your retirement plan and making informed decisions about retirement 
easier. Therefore, we are upgrading our online capabilities. Equitable offers loans and distributions that 
can be requested online through the participant website. These transactions are approved by a plan 
administrator or third-party administrator (TPA) through the plan or TPA website.

Online distributions 
and loans

How do I elect this for my plan?

You can elect to add online distributions and loans to your plan by completing the Online Distribution and  
Loan Authorization Form and submitting it to Equitable for processing at equitableinquiry@dstsystems.com.  
Alternatively, participants can request a distribution or loan by logging in to their account at equitable.com and  
navigating to the Loans & Withdrawals tab at the top of the page. (See screens that follow for more information.)

Distributions

How much can be withdrawn? Distributions of $25,000 or less can be requested online. A participant can request a cash 
distribution, a rollover distribution or a combination of both. The paper form will be required 
for distribution requests over $25,000.  

How will distributions be paid  
to participants?

Distributions will be paid via paper check. For cash distributions, checks will be made 
payable to the participant and mailed to the address of record on file. For rollover requests, the 
check will be made payable to the receiving carrier, for the benefit of the participant, and will be 
mailed to the participant’s address of record.

Note: If the participant address has changed within 30 days of the request for distribution, the 
participant will not be allowed to request the distribution via online and must do so via the 
paper distribution form. 

How does the plan sponsor/ 
TPA authorize the transaction? 

Transactions are subject to plan sponsor and/or TPA approval through Employer Plan 
Admin or myPLANnetwork, respectively. For unbundled plans, the TPA approval 
experience will require the vesting percentage to be entered. 

If the TPA approves the 
transaction, does the plan 
sponsor have to approve as well? 

The plan can select the option for single sign-off or can require two signatures for sign-off.

How will I know that a transaction 
is pending approval? 

Plan sponsors and/or TPAs will receive a notification of a transaction pending approval at 
the email address provided for approvals. Once approved, if there is a secondary approval 
requirement, an alert will be sent to the designated secondary approver. 

How is the participant notified 
their transaction has been 
approved or denied?

Once approved, the participant will see a request status change on the participant website. 

https://equitableinquiry@dstsystems.com
https://equitable.com


Participant experience

Participant request for a distribution or loan

Plan participants can request a distribution or loan by logging in to their account at equitable.com and navigating to the loans 
and withdrawals tab at the top of the page. (See screens that follow for more information.)

How does a participant request a distribution online?

1   �The employee chooses Loans & Withdrawals from the 
navigation menu or Request a loan from the sidebar.

2  �From the Loans & Withdrawals tab, they select the 
Request A Withdrawal button.

3  �After reading the terms of the withdrawal request, including 
distribution fees, they check the box to agree to the terms.

4  �The employee then selects a reason for the withdrawal or 
distribution and clicks Continue.



5   �The participant tells us what to do with their assets: 
Withdraw a cash amount or choose a rollover option.

7   �After choosing a withdrawal amount, they indicate the 
percentage of federal and state income tax to withhold.

6  � �They specify the amount, how the check will be disbursed  
 and confirm their address on record. 

8   �The participant reviews the disbursement details and 
clicks Continue.

9  �Once the withdrawal request is complete, the participant 
receives a confirmation number.

After a distribution request is submitted, the request will be displayed with current status (pending, until approved or denied).



How does a participant request a loan online?

1   �The employee chooses Loans & Withdrawals from the 
navigation menu or Request a loan from the sidebar.

2  �From the Loans & Withdrawals window, they use the Actions 
dropdown menu to select the New Loan Request button.

Loans

How much can be borrowed? The maximum loan available is determined by the following IRS and plan rules. 

The maximum loan amount is 50% of your vested Retirement Account Value up to $50,000. 
The minimum loan amount is $1,000. If a participant has assets in the personal internet 
banking (PIB) investment option and/or the International Development Association (IDA), 
these assets will be included in the loan calculation, but the assets in the PIB investment 
option and/or the IDA cannot be withdrawn to satisfy the loan amount. If the amounts 
invested in the non-PIB Variable Investment Options are insufficient to satisfy the loan 
amount being requested, the participant must transfer monies from the PIB Variable 
Investment Options/IDA to the non-PIB investment options to make the requested loan.

Mortgage loans are not available online and must be requested through the paper form. 

How will loans be paid  
to participants?

Loans will be paid via paper check. Checks will be made payable to the participant and  
be mailed to the address of record on file. 

Note: If the participant address has been changed within 30 days of the request, the 
participant will not be allowed to request the loan online and must do so via a paper 
loan form. 

How does the plan sponsor/ 
TPA authorize the transaction? 

Transactions are subject to plan sponsor or TPA approval through Employer Plan 
Admin or myPLANnetwork, respectively. For unbundled plans, the TPA approval 
experience will require the vesting percentage to be entered. 

If the TPA approves the 
transaction, does the plan 
sponsor have to approve as well? 

The plan can select the option for single sign-off or can require two signatures for sign-off.

Plan sponsors and/or TPAs will receive a notification of a transaction pending approval. 
Once approved, if there is a secondary approval requirement, an alert will be sent to the 
individual designated as secondary approval to go in and provide additional approval. 

The plan must provide the email address for the approver. An alert will be sent to this 
address until the transaction is approved/denied.

How is the participant notified 
that their transaction has been 
approved/denied?

 
Once approved, the participant will see request a status change on the participant website. 



3  �In the request window, they enter loan parameters: type, 
frequency, amount and number of payments, their contact 
information, and then click Continue.

4  �In the disbursement step 2, they choose their preferred 
disbursement method, provide delivery information, then 
click Continue.

5   �In step 3, they specify their payment frequency and how 
they will repay the loan. 

6   �In step 4, they choose how the loan documents will be 
delivered, review, then continue to the summary screen.

7  �In step 5, the participant reviews the summary of their loan and 
has an opportunity to make changes using the back button.

8  �If the loan parameters are correct, the participant clicks 
the Submit button to submit their loan request.



Third-party administrator (TPA) experience

TPA review and approval of a distribution or loan

Third-party administrators can review, approve or deny a distribution or loan request on the myPLANnetwork website. If a plan 
sponsor is the approver for transactions or a secondary approver following the TPA approval, they will follow the additional steps 
outlined in the next section.

How does an administrator review, approve or deny a request online?

1   �The TPA logs in to their myPLANnetwork account. 2  �Pending loans or withdrawals to be approved will appear 
under the Tasks column. Click View Tasks.

3  � ��Click on the Withdrawal or loan pending approval. 4  �Review and confirm that the plan information, reason for 
request and participant information are complete and correct.

5  � Review your role and responsibilities and submit the request.

https://retirementsolutions.financialtrans.com/tf/myPLAN/MpnWelcome?cz=3121513
https://retirementsolutions.financialtrans.com/tf/myPLAN/MpnWelcome?cz=3121513


6  �The TPA confirms or overrides the participant's vesting 
percentage, recalculating, if needed, to reflect the amount 
of available funds.

7  �The TPA will then approve or deny the request. If denied, 
use the dropdown menu to chose a denial reason and  
click the Continue button.

After a decision is submitted, the participant will receive a notice in their account that the request  
has been approved or denied, along with a confirmation number.

Plan sponsor experience 

Plan administrator review and approval of a distribution or loan decision

If the plan sponsor is the approver for transactions or the secondary approver following third-party administrator approval, they 
will receive an email notification of a pending transaction and will follow these additional steps.

How does a plan sponsor approve a transaction online?

1   �Upon logging in to the plan sponsor website, requests 
pending approval will be listed in the Withdrawals section. 

2  �The plan administrator will click on the View Details button 
from the dropdown menu from the ID number.



3 The plan administrator enters vesting, if required. 4   �The plan administrator reviews the details of the request, 
approves or denies it, and submits the decision.

5  �The participant will receive a notice in their account that a 
decision has been made with a confirmation number.
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Equitable is committed to supporting you and your employees.  
Don’t hesitate to contact us should you have questions about online distributions and loans.

For more information, call Equitable or your retirement plan  
account manager (RPAM) at (800) 528-0204.


