
How to sign up for Electronic Delivery
Primerica Shareholder Services currently offers electronic delivery of Quarterly Statements and Non-Tax related 
documents as well as Tax Forms.

You may sign up on our Shareholder Account Manager site, after you log in go to ‘Account Profile’, click on ‘User
Profile then click on ‘E-mail and Electronic Delivery then click on ‘Edit The ‘Change User Profile’ window will
open and you will need to enter your email address and confirm the email address then you may elect for electronic
notification of Tax forms and statements. 



‘E-notification of Tax Forms’ (note this option requires that signing up for Electronic Delivery of statements and non-tax 
related documents)

When you click on the circle to elect electronic delivery you will be presented with the ‘Electronic Delivery Agreement’,
you should review the disclosure, you may print a copy of the disclosure for you records.  

Once you have read the disclosure, if you wish to continue the election you need to check the box next to ‘Accept’ under 
the disclosure window to acknowledge that you have read and understood and consent.  



If you are signing up for E-notificiaiton of Tax Forms you are required to also enroll in Electronic Delivery of Statements 
and Non-Tax related docuements.  If you are not enrolling in E-notificiation of Tax Forms you may still elect to receive 
Electronic Delivery of Statements and Non-tax related docuements electronicially and Tax forms by mail.

Once you have made your elections then click on ‘Update User Profile’ 

Reminder: To Elect E-Notification of Tax Forms requires enrolling in Electronic Delivery of Statements and Non-tax 
related notificaitions, if you you click ‘Update User Profile’ and have only elected E-Notificaiton of Tax Form then the 
following notice will appear at the top of the page:

If have failed to click ‘Accept’ of the discloser(s) then the following error message appears at the top o the page:

Once you have selected the options you wish to enroll in and have accepted the disclosurer(s). Then you need to ‘Review 
and Confirm’ the changes you are making; until you click on ‘Confirm Changes’ your elections are not saved and may 
be cancelled or changed until you confirm.



The User Profile will now show your elections, and we will send a welcome email to the email address you provided.

Once you have enrolled in Electronic Delivery of Statements:

Return to ‘Account Summary’ and choose “Statements” then ‘Quarterly Statements’ to view any year end statement 
from the year 2005 and after rom this point forward  any future quarterly statements will be added and available in full 
color uarterly statements are not kept on file unless you are signed up for E-Delivery at the time they are sent. In the
future you will receive an email to alert you when any new quarterly statements are available.

If you have also enrolled in E-Notification of Tax Forms then from the ‘Statements’ page choose ‘Tax Forms’ ou
may view any tax forms sent out in the past 5 years uture tax forms will be added as they are sent. In the future
you will receive an email alert when new tax forms are available.

We hope this has been helpful; we look forward to servicing your needs in the future!



How to view your statements on Shareholder Account Manager (SAM)
If you are a shareholder who has signed up for Electronic Delivery of Statements and non-tax related documents  you
are able to view and print year-end statements generated since 2005 on your account on our website 24 hours a day, 7
days a week. In addition any quarterly statements (in color) produced since you signed up for Electronic Delivery will be 
available online as well. For year-end statements prior to 2005, please contact a PFSI Service
Representative at (800) 544-5445. We are open Monday through Friday 8 am – 8 pm.

If you need to sign up for Electronic Delivery of Statements see How to Sign Up for E-Delivery.

Log in to Shareholder Account Manager (SAM) from the ‘Account Summary’ screen click on ‘Statements’. All available
statements (back to 2005) will be listed on this screen.

Click on ‘View’ to bring up a new window with a .pdf file* showing your statement.

*Adobe™ Acrobat Reader is required to open these files. Please visit www.adobe.com if not already installed.



If you need to print a copy of your statement, select the printer icon on the file or right-click on the screen and select print 
from the drop down menu that appears. 

You also have the option of saving a copy of the statement to your computer or device by selecting the “Save” icon



How to view your tax forms on Shareholder Account Manager (SAM)
You are able to view and print any tax form generated in the past 7 years on your account on our website 24 hours a day, 
7 days a week.  

Log in to Shareholder Account Manager (SAM) and go to ‘Account Summary’ and select ‘Statements’ then choose ‘Tax 
Forms’ 

All available tax forms (up to 7 years) will be available s tax forms are generated  the New Year’s tax form will post
within 2 weeks of the form being generated and the oldest years tax form will no longer be available. 

You may ‘View’ or ‘Print’ a tax form by clicking on the appropriate link, both options will bring up a new window with a .pdf
file* showing your tax form. *Adobe™ Acrobat Reader is required to open these files. Please visit www.adobe.com if not already
installed.

To print, hover your mouse over the form and a menu will appear at the bottom of the window, select the printer icon on
the file. You may also save a copy of the tax form to your computer by clicking on the save icon.

We also offer the convenience of E-Notification for your tax forms. Those signed up for E-notification of tax forms do not 
receive a paper copy, instead they receive an e-mail notification when tax forms are available, and tax form will be 
available immediately without delay.  E-Notification allows you to access your tax forms sooner and helps the 
environment. If you would like to sign up for E-Notification see ‘How to sign up for Electronic Delivery’



How to request a trade on Shareholder Account Manager (SAM)

Trade’

Trade Buy

Buy



Steps to Buy additional shares in your PSS Account
Purchase Shares of

OPEN NEW FUND’

Apply Contribution to Current
Tax Year

Prior Tax Year

Dollar Amount

Draw proceeds from ACH account

Accept Reset

OPEN NEW FUND Accept Select New
Fund Family Next



Purchase shares of’ 

‘Confirmation Share Purchase’

Cancel’

Accept’



Steps to Sell shares from your PSS account:
Sell Shares from

Send proceeds to

Next day delivery’



Sell Amount
All

Next’ Reset’

Confirm Redemption

Estimated Redemption
Details

Fees and Taxes (if any):

Trade will be added to existing pending
activity:

Accept / Cancel:



Online Redemption Entered

Sell



Steps to Exchange between funds in your PSS account:

‘Exchange shares from’

‘…to purchase shares of’

Open New Fund’ See additional steps for adding a new fund after indicating the amount to exchange below.

Amount

Next
Reset



OPEN NEW FUND’
Next’

Purchase shares of’

Next’

‘Confirm Exchange’;
Accept’

Cancel’

Online Exchange Entered

Exchange



How to Restart your Pre-Authorized Checking (PAC) Plan
If you need to provide new bank account information to restart your PAC please complete and submit the Start/Change 
Bank Draft Options Form and send it along with a voided check or the Provide Bank Information form.  Your new bank
account will be added and your PAC restarted.

If you had an active PAC that you have stopped and would like to restart purchases using the same bank account you
may do so right on Shareholder Account Manager (SAM).

Once you have logged in:

Go to the ‘Trade’ tab and choose 
‘Automatic Buys’.  A list of all PAC 
plans on the account will come up.  

Stopped PACS will show ‘INACTIVE’ in 
red next to ‘Status‘, 

To restart an inactive PAC click on 
‘Edit’ to the far right.

The Modify Plan screen will display:

You may restart the PAC by scrolling 
down to the section Marked ‘Stop 
Date’: Click on the drop down menu, 
scroll to the bottom, select ‘Remove 
Stop Date’ 

Scroll down to the bottom of page and 
Click the box Update Plan to save your 
changes.



The Modify Plan page also offers many other options you may change the amount of each purchase, the day of the
month that pur ses occur on, hich months that pu chase will occur, provided you have more than one bank account
on file you may switch the bank account being used for purchases and/or add an ‘Automatic Increase’ to your PAC so
you can plan for the future and have your PAC update by the amount you choose, when you choose without having to log
back in.

We hope you find this information useful and look forward to meeting all you investment needs.



How to change your mailing address on Shareholder Account Manager (SAM)
To view and/or change your mailing address and/or your physical address online, please complete the following steps:

Sign on to Primerica Shareholder Services

If you have multiple accounts, click on the desired account number from your Account List; if you have a single
account  the system will open on the ‘Account Summary’ page for your account go to the next step

Click on the ‘Account Profile’ link to the right of ‘Account Summary’ it will default to the ‘Account Record’
page

Click ‘Edit’ to the right of the current address and phone number on record

The ‘Update Primary Account Registration’ page will open and allow you to enter your new address and phone
number(s).

If your mail is sent to your home then update just the mailing address.  If your mailing address is not your home address, 
for example you have a PO (Post Office) Box or you are a U.S citizen living aboard or in the military serving overseas
then after changing your mailing address you will also need to update the ‘Address of Record’ with your physical
address.

In this example the owner has 
moved and is now using a PO 
Box to receive mail. 

First click “Update Address”



Now the address is reviewed f
anything was not entered
correct click on “Previous” to
make any changes f the change 
is correct  click on “Confirm
Changes” to save the update. 

You will now return to the “Client
Account Record” with a 
message that the record has 
been updated

If this was a physical address the
address change would be 
complete.  In this case since a 
PO Box is being used the
‘Address of Record’ should 
also be updated with a 
residential address. This applies
any time you are living 
somewhere else other than the
address where mail is being
sent, such as on a military base 
overseas or a US Citizen living 
abroad.

Click ‘Edit’ next to ‘Address of
Record’

Enter the new physical address
and click on “Update Address
of Record” to continue



Again the address is reviewed 
and if anything was not entered
correct  click on “Modify
Address” to make any changes
f the address is correct  click

“Confirm Changes” to save the 
change

This returns you to the ‘Client 
Account Record’ with a 
message ‘Your account has
been updated as requested.“

your correct
mailing and physical address.

That’s it you’re done!


