
Processing withdrawal 
transactions online
A quick reference for plan sponsors 
and third-party administrators

For plan sponsor and TPA website access: 
jhpensions.com/er
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Getting started

Online withdrawals let your 
participants initiate plan 
withdrawals online while 
giving you a convenient 
resource for electronically 
creating, reviewing, and 
approving withdrawal 
requests.

This guide answers 
the questions plan 
administrators typically 
have about how to 
assist participants with 
the process and how 
to efficiently complete 
your own tasks within 
John Hancock’s 
withdrawals tool.

What online withdrawal activities are 
available to participants and plan 
sponsors?
John Hancock’s technology lets participants initiate three types of 
withdrawals—for termination, retirement, or preretirement.

In addition to these, plan sponsors and third-party 
administrators (TPAs) can request six types of withdrawals—
mandatory, hardship, minimum required distributions, disability, 
employee rollover money, and voluntary money. 

Online transactions aren’t available for certain participants, 
including those who:

• Are non-U.S. citizens requesting that their money 
be sent outside the United States

Please note that permission is required 
to process withdrawals online

Before you can access and conduct transactions online, 
you’ll need John Hancock’s permission to initiate, review, 
and approve withdrawal requests on behalf of your plan’s 
participants. If you haven’t yet requested this permission, 
please contact your John Hancock representative.
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FAQs—
about online 
withdrawals

A quick review of our 
process and capabilities

How does a participant initiate an online 
withdrawal request?
Participants who are retiring or otherwise leaving your organization 
can initiate online withdrawal requests1 by logging in to your plan 
website at myplan.johnhancock.com and completing the following steps:

1 Select Request a withdrawal to initiate the process. Personalized 
guidance and distribution education are presented prior to making 
a withdrawal decision.

2 Verify that their personal information is displayed correctly.
3 Select a type of payment and provide the information requested. 

Payment options include1:
 · Cash disbursement direct to participant
 · Rollover to an IRA
 · Rollover to a John Hancock IRA
 · Rollover to another qualified plan

4 Multiple destinations.
5 Select withdrawal amount: 100% or a portion of the account.
6 Confirm payment instructions.
7 Verify tax details and reporting.
8 Read and acknowledge the Legal notices and declarations 

section.
9 Review the summary information.
10 Submit the request for review and approval.

Participants can track the status of their requests on the account 
snapshot page.

1 Participant-initiated online withdrawals must be selected by you and included in 
your plan contract. Please contact your client account representative if you would like 
to add this feature.
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How does a plan sponsor or TPA initiate an 
online withdrawal?
If a participant can’t initiate their own withdrawal request, the plan 
sponsor or TPA can handle it for the person as follows:

1 Initiate the request through Quick links/withdrawals. Click the 
Create withdrawal request link from the participant account or 
Search participants pages on the website.

2 Review the Before you begin page.
3 Review the participant account information for accuracy, and fill in 

anything that’s missing.
4 Indicate the type of withdrawal requested and if the participant is 

leaving the plan. If the answer is yes, then a total distribution will 
be processed. Types of withdrawals you can request are: 
 
 
 
 
 
 

5 Provide details for handling any outstanding loans, if applicable.
6 Select the withdrawal amount requested. Indicate the appropriate 

tax withholding rate, and press Calculate. Once you make this 
selection, our system will determine the available amount for the 
withdrawal. If vesting information isn’t available, you must enter it 
here.

7 Select a payment method (direct deposit, check, or wire transfer), 
and complete the 1099-R section.

8 Add notes that will be viewable online by the reviewer and approver 
and/or notes viewable in print by the participant.

9 Complete the Declaration section.
10 Submit the request for review or approval.

 · Minimum distribution
 · Disability
 · Employee rollover 

money
 · Voluntary money

 · Termination
 · Mandatory distribution
 · Retirement
 · Hardship
 · Preretirement
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How does a reviewer verify withdrawal requests electronically?
Your plan setup requires that all participant withdrawal requests submitted by a participant, plan sponsor, or TPA be verified 
for accuracy.

Complete the following steps to review a withdrawal request:

1 Review any notes entered by the initiator. Fields marked with an exclamation point (!) can’t be changed during the review 
process.

2 Select the IRS distribution code related to any outstanding loans.
3 Verify the withdrawal amount details and vesting percentages.
4 Enter the TPA withdrawal fee, if applicable.
5 Select an option for unvested money, if applicable.
6 Enter the appropriate IRS distribution code for withdrawal.
7 Add notes for the approver and/or the participant.
8 Complete the Declarations section. If a participant initiated this request, this section will already be complete.
9 Submit the withdrawal request for approval.

How does a designated approver approve withdrawals?
To approve a withdrawal request initiated by a participant, plan sponsor, or TPA, the designated approver must complete the 
following steps:

1 Review any notes entered by the initiator and/or reviewer.
2 Review the information for accuracy.
3 Complete the Declarations section. If a participant initiated the request, this section will already be complete.
4 Approve the request.
5 Review the legal statement summarizing the terms of the agreement being entered into with John Hancock.
6 On the Confirmation page, verify the accuracy of all the information in the withdrawal request.
7 Print copies of the Confirmation page for your records and the participant’s records, if desired.

Once a request is approved, it’s automatically sent to John Hancock for processing. Participants who initiated a request will 
receive notice that the withdrawal has been approved and is pending processing.

Requests received by the close of the New York Stock Exchange (NYSE)—4:00 p.m., Eastern time—are processed effective that 
market day. Those received after the NYSE’s close are processed the next market day.
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How do plan sponsors and TPAs manage 
online withdrawal requests?
Our system provides four ways to help you manage your participants’ 
withdrawal requests:

1 View a list of all pending or completed requests created online over the past 
24 months.

2 Access details on the View withdrawal request page, and track the 
history of changes made to a specific withdrawal request.

3 Check the homepage for alerts, notifications, emails, and reminders 
about any pending withdrawal requests. 

4 Use online withdrawal utility to initiate special requests, which can include:
 · Mandatory distributions 
 · Payments to the plan trustee
 · Splitting of payments with after-tax money 
 · Instructions concerning pre-87 money2 
 · Payments made outside the United States (for U.S. citizens) and 

prior partial withdrawals

2 Provide instructions in the Notes to administrator section and be sure to include a 
specific amount, so your client account representative can process the request.

Navigating through 
John Hancock’s online 
withdrawal utility
When working with withdrawals 
on our site, keep in mind that all 
mandatory fields appear in orange. 
Green arrows indicate fields that 
have changed, and a box appears 
on the right-hand side of certain 
pages summarizing the withdrawal 
request information.

Here’s what our function buttons do:

• Back—Returns you to the 
previous screen to make any 
necessary changes

• Cancel & exit—Deletes any 
changes you made in the 
current session

• Save & exit—Saves changes 
made in the current session

• Send for approval—Notifies 
the designated approver that 
action is need and changes 
your request status to 
“Pending approval”

• Approve—Approves the 
participant’s requested 
withdrawal (available only to 
designated approvers)
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We’re here to help make plan management easier 
for plan sponsors and TPAs—and to help provide a 
plan that works.
By using the web to create, review, and approve withdrawal requests, you 
can simplify administration, save time, and reduce the amount of paper you 
submit to John Hancock.

Contact your client account representative 
for more details on the online withdrawal 
utility and to activate it for your plan.

With our

outcome-driven

approach,

we make retirement

plans work.

The content of this document is for general information only and is believed to be accurate 
and reliable as of the posting date, but may be subject to change. It is not intended to provide 
investment, tax, plan design, or legal advice (unless otherwise indicated). Please consult your 
own independent advisor as to any investment, tax, or legal statements made.

Group annuity contracts and recordkeeping agreements are issued by John Hancock 
Life Insurance Company (U.S.A.), Boston, MA (not licensed in NY), and John Hancock Life 
Insurance Company of New York, Valhalla, NY. Product features and availability may differ 
by state. Each entity makes available a platform of investment alternatives to sponsors or 
administrators of retirement plans without regard to the individualized needs of any plan. 
Unless otherwise specifically stated in writing, neither entity is undertaking to provide 
impartial investment advice or give advice in a fiduciary capacity. Securities are offered 
through John Hancock Distributors LLC, member FINRA, SIPC.

NOT FDIC INSURED. MAY LOSE VALUE. NOT BANK GUARANTEED.
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