
Download the free  

Benefits OnLine app  
to stay on top of your ESPP.* 

Be sure to turn on app 
notifications to receive 
important updates.

Merrill Lynch, Pierce, Fenner & Smith Incorporated (also referred to as “MLPF&S” or “Merrill”) makes available 
certain investment products sponsored, managed, distributed or provided by companies that are affiliates 
of Bank of America Corporation (“BofA Corp.”). MLPF&S is a registered broker-dealer, registered investment 
adviser, member SIPC, and a wholly owned subsidiary of BofA Corp.
Investment products: 

 Are Not FDIC Insured Are Not Bank Guaranteed May Lose Value

Benefits OnLine® benefits.ml.com

Your Employee Stock Purchase Plan (“ESPP”) can help you finance your 
goals for the future. It’s easy to enroll, view your contributions and sell 
your shares — all on Benefits OnLine®. Use this guide to learn how to take 
important actions related to your ESPP.
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The screen shots shown in this brochure apply to the full site, not the app. They are intended to illustrate the functionality and services 
available to participants on Benefits OnLine. They are not meant as exact representations of the screens available through your plan.

Set up and access your account on Benefits OnLine
Learning how to access and use Benefits OnLine for your ESPP account is easy with this account access guide and our online step-by-step demos available in multiple 
languages at go.ml.com/BenefitsOnLine-how-to. To set up and access Benefits OnLine, start by visiting benefits.ml.com. 

1 View Benefits OnLine in your preferred language
To view portions of Benefits OnLine in another language, select 
Language Preference and choose your preferred language from  
the drop-down list. Benefits OnLine will remember your language 
each time you log in (from the same computer). 

2 Enter your User ID and password
Do you already have a User ID and password for another workplace 
benefit plan at Merrill? If so, you don’t need to create new ones. Just 
enter your existing User ID and password and select Log in. 

3 Forgot your User ID or password?
If you’ve forgotten your User ID or password, select these links 
and the site will walk you through the steps to recover them. It’s 
important to keep your contact information updated on Benefits 
OnLine for account verification purposes.

4 Create your User ID now
If you’re new to Benefits OnLine and don’t have a User ID and 
password, select this link, then follow the prompts. Be sure to add 
your current email address and phone number when prompted.

View step-by-step instructions

2

3
4

Demos home page » Access Benefits OnLine »

Language Preference
1

Account access

https://go.ml.com/BenefitsOnLine-how-to
https://www.benefits.ml.com
https://go.ml.com/BenefitsOnLine-how-to
https://www.benefits.ml.com


Home3

Your Home page
After you log in, you’ll arrive at your Home page. From here, you can enroll in your ESPP, see your current balance, and visit the Activity Center.

1 Enrolling in your ESPP
During your ESPP’s enrollment period, you’ll see a  
To Do message to enroll. You must enroll if you  
want to participate — enrollment isn’t automatic. 
Select the link and follow the prompts to make and 
confirm your contribution elections. Note that some 
plans may not allow you to enroll online.

2 Your brokerage account
After you’ve enrolled and your shares are purchased, 
they will be deposited in your brokerage account. 
The value of any shares and/or cash will display here. 
Select the three dots for quick links to common 
actions such as selling shares, transferring money, 
accessing tax documents and more. 

3 Activity center
Alerts, announcements, transactions, statements and 
documents are all in one easy-to-access spot.

1

2

3

Home page
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Open your brokerage account
You’ll need a Limited Individual Investor Account (LIIA) to receive shares purchased through your ESPP, or to conduct transactions related to your shares. Even if you have 
another Merrill brokerage account, you’ll need to open your LIIA, which is a limited, self-directed, non-interest-bearing brokerage account.

Since it may take up to 72 hours for your account to be activated, open your LIIA as soon as possible so it’s ready when you need it. 

Open your brokerage account
On the Home page, you’ll see a To Do item to open your brokerage 
account. Select Open your brokerage account and follow the 
prompts to enter your information.

As part of the process, you’ll need to certify your tax status to 
avoid being subject to U.S. federal tax backup withholding on your 
brokerage account transactions.

 International

If you’re an international participant using Form W-8BEN to certify 
your tax status, you’ll need to complete a new form every three 
years, or more often if your country of residence changes. View 
these detailed instructions for more information.

View step-by-step instructions

 Important information about your account

Non-U.S. participants »U.S. participants »

View step-by-step instructions

Update address »

Updating your brokerage account address
It’s important that the address on the Merrill brokerage 
account you use for your ESPP is current and accurate. 
Follow these step-by-step instructions to update your 
brokerage account address on Benefits OnLine (if your 
plan allows). 

Section 16 or Rule 144 person
Section 16 or Rule 144 persons only have inquiry  
access to Benefits OnLine. If you are a Section 16  
or Rule 144 person, you must work with your plan’s 
financial advisor team to open your brokerage account  
or conduct transactions. 

Open your brokerage 
account

https://go.ml.com/certify-tax-status
https://go.ml.com/open-brokerage-account-non-US
https://go.ml.com/open-brokerage-account-US
https://go.ml.com/update-brokerage-address
https://go.ml.com/update-brokerage-address
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1 Offering summary
Select your ESPP’s name to go to the Offering Summary page, where you can 
see your enrollment information, contribution amount or percentage, and offering 
history, if available (see page 6 for more information).

2 Purchase history
Select the three dots next to your ESPP’s name for a quick link to View my 
purchase history. Here, you’ll see the date, price and amount of shares purchased 
at the end of each offering period. 

View your offering summary and purchase history
From the Home page, you can easily get to the Offering Summary and Purchase History pages for more details about your ESPP account.

Offering summary and 
purchase history
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Change your ESPP contribution rate
Your plan may permit contribution rate changes during the enrollment period or offering period. Check your plan documents for details. From the Home page, select your 
plan name to go to the Offering Summary page.

1 Actions drop-down menu
Select from the Actions drop-down menu to take action regarding 
your ESPP contributions. During the offering period, you can select 
Suspend to pause your contributions, or Resume to restart your 
contributions. You can also change your contributions by selecting 
Amend (see below). Only actions that are available to you will 
appear in the drop-down menu.

2 Amend your contributions
To change your contributions, select Amend from the Actions 
drop-down menu. Then, follow the prompts to choose another 
amount for your contributions. 

3 Cancel election
Select Cancel and follow the prompts. Depending on your plan 
rules, your balance will be used to purchase stock on the next 
allocation date or will be refunded to you. 

1

2

3

(if permitted by your plan)

Change contribution rate
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1 Link existing accounts
On the Home page, go to Profile & Settings and select Manage Linked 
Accounts. If you have eligible Merrill or Bank of America accounts, follow the 
prompts to link them.

2 Add an external account
Select Link Accounts to arrive at the Add account page, where you can link  
an external account to your LIIA.

3 Add your account information
Add your account information, including the routing number, account number  
and account type. Then select Continue.

4 Review and submit account information
If your information is accurate select Submit. You’ll be prompted to enter an 
authorization code sent to you via phone, text or email for security purposes.

If your account can be instantly verified, you’ll see a confirmation screen and you 
can begin scheduling transfers between your Merrill account and your external 
account immediately.

If your account requires additional verification, small trial deposits will be made 
into your account from Bank of America. After the deposits have been sent, you’ll 
receive an email with instructions to verify the deposit amount. Once verified, you 
can schedule transfers between accounts.

Set up direct deposit
Use direct deposit to have any cash you receive from a stock sale deposited automatically in your U.S.-based checking or savings account. You can also set up wire 
instructions to transfer funds to an international financial institution (see the next page).

1

2

3

4

Direct deposit instructions
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Set up wire instructions
If you have wire instructions on file, you can transfer funds from your LIIA to another account when you conduct transactions. From the Home page, select your plan’s 
name, then select the Brokerage/Sell Shares drop-down menu and choose Wire Instructions. In some cases, you may need to call a Merrill representative to set up 
wire instructions. 

What you’ll need
Contact your bank or financial institution (such as a brokerage firm  
or credit union) for the following information:

• Your account number

• Routing code

 — U.S. – ABA number. To transfer cash to a Bank of America 
account, use ABA number 0260095933.

 — Outside the U.S. – SWIFT code or a specific bank identifier such 
as a Transit Number (Canada) or IFSC code (India), or account 
identifier such as IBAN (European Union) or CLABE (Mexico).

If an intermediary bank is involved in the transaction, your financial 
institution will provide you with additional instructions.

Once the routing code is validated, the bank information will  
auto-populate, but you’ll need to enter the account number where you 
want the wired funds to go. After you have entered your information, 
scroll down and select Continue at the bottom of the screen.

Review and submit your wire instructions
Ensure that your information is accurate. Incomplete or inaccurate 
data may result in delays. Check the terms and conditions box, and 
submit your instructions. You’ll be prompted to enter an authorization 
code sent to you via phone, text or email for security purposes.

Wire instructions
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View step-by-step instructions

Sell company stock
When shares are deposited in your brokerage account, you can hold them in your account or sell them on 
Benefits OnLine. To sell shares, from the Home page, select the three dots next to your brokerage account 
name and choose Sell Shares from the Actions list. Sell shares »

Sell company stock

https://go.ml.com/sell-shares
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Update your profile and settings
Select Profile & Settings to review or change your contact information, choose online delivery of statements and plan documents, and more. It’s important to keep your 
contact information updated to ensure you don’t lose access to Benefits OnLine. Your contact information is used to verify your account and deliver authorization codes 
to log in, request a password reset and complete key transactions. 

1 Email Addresses and Phone Numbers
Easily add and edit your email addresses and phone 
numbers to keep them up to date.

2 Email Preferences
Choose to Go Green and receive convenient online 
delivery of plan-related communications. 

3 Financial Education
Elect financial education to receive invitations to 
virtual sessions on managing your awards, planning 
for retirement and more.

4 Manage Linked Accounts
Connect eligible Bank of America bank accounts  
and Merrill brokerage accounts for transferring 
money. You can also link external accounts.  
See page 7 for instructions.

5 Security Center
You can review and update your settings in the 
Security Center, including changing your User ID  
and password.

6 Change Login Security Preferences
You can add an extra layer of security to your account 
by having a one-time authentication code sent to you 
via text or email when you log in to Benefits OnLine. 

1

4

5

6

2

3

2

Profile & Settings
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* The availability of the Secure Message Center may vary by plan.

Contacting Merrill
If you have questions or need to contact Merrill about your ESPP, you can choose from these options.

Secure Message Center*
Conveniently send and receive messages and 
documents related to your ESPP on the Benefits 
OnLine website. View instructions.

* If available in your plan.

Call Merrill
You can call Merrill virtually 24/7. To find your plan’s 
phone number, log in to Benefits OnLine, scroll  
to the bottom of the page and select Call Us.  
On the app, go to Menu > Help and Support > 
Contact Us and enter “ESPP” when prompted.

Call Merrill from outside the U.S.
To contact Merrill toll-free from outside of the  
U.S., use Merrill’s Request a Call feature available 
on the Benefits OnLine app. View instructions.

How is my brokerage account (LIIA) different 
from my Benefits OnLine account?
Your Benefits OnLine account is for recordkeeping 
purposes, and tracks your contributions to your ESPP 
and your purchase and transaction history. Your LIIA  
is a separate, personal brokerage account for receiving 
and selling shares from your ESPP. 

You can log in to Benefits OnLine any time to view and 
access your LIIA. You don’t need to create a separate 
User ID and password for the MyMerrill site to access 
your LIIA. 

Do I have to open an LIIA to receive shares?
Yes, you need to open your LIIA so you can receive 
shares from your ESPP. The LIIA is a personal account, 
so neither your company nor Merrill can open it for 
you — you’ll need to do it.

If I sell all shares in my LIIA, do I have to 
close the account?
No. If you purchase additional shares of your company 
stock through your ESPP, they’ll be deposited here.

Are contributions to my ESPP used to purchase 
full and fractional shares of company stock? 
If fractional share purchase is offered by your company, 
your ESPP contributions will be used to buy both full  
and fractional shares of stock. A fractional share is a 
portion of stock that’s less than one full share.

How do I sell fractional shares?
If fractional share purchase is offered by your company, 
you can sell lots containing full and fractional shares 
of company stock on Benefits OnLine (see page 9). 
However, if your account contains only a single share  
lot with one fractional share, you’ll need to call Merrill 
for assistance. For more information, view this guide.

What happens if I select a limit order, but my 
set price isn’t met?
If the price you set isn’t met while either your day limit 
order or good till cancelled limit order is in effect, your 
order will be cancelled and your shares will be available 
for future sale.

How can I cancel print mailings of statements, 
confirmations and plan documents?
This information is always available on Benefits OnLine. 
To receive these documents only online, select the 
Profile & Settings link at the top of the page. Select 
Email Preferences to choose online delivery of all or 
just specific types of plan-related communications.

To update your delivery preferences for your Merrill 
brokerage account, log in to Benefits OnLine. From the 
Brokerage Account drop-down, select Go to MyMerrill, 
then Help & Settings and Go Paperless.

How can I access the cash in my brokerage 
account?
U.S. participants can go to Benefits OnLine to transfer 
cash from an LIIA to another linked account or have a 
check sent to the address on file.

 International—Contact a Merrill representative at your 
plan’s number to have a check issued or for a wire transfer.

View step-by-step instructions

Frequently asked questions

Transfer money »

Contact Merrill
Frequently asked 
questions

https://go.ml.com/smc_instr
https://go.ml.com/request-call
https://go.ml.com/espp-frct-shares
https://go.ml.com/espp-frct-shares
https://go.ml.com/transfer-money
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* The app is designed to work with most mobile devices in most countries. The mobile feature, Erica, is only available in the English language. Carrier fees may apply.

When you use the QRC feature, certain information is collected from your mobile device for business purposes.

This brochure provides a general description of Merrill’s services. Your participation is subject to the terms of your company’s ESPP, any agreement between you and your 
company covering the ESPP, and the prospectus provided to you by your company. Any transactions in connection with your ESPP in your Merrill brokerage account are 
subject to the terms and conditions of that account. This brochure does not constitute an offer or invitation to buy any securities. Any offer to buy securities from your 
company would be made only by a prospectus in accordance with the Securities Act of 1933 as amended, and all applicable laws. 

Investing involves risk, including the possible loss of principal value invested.

Merrill, its affiliates, and financial advisors do not provide legal, tax, or accounting advice. You should consult your legal and/or tax advisors before making any financial decisions.
Merrill provides products and services to various employers, their employees and other individuals. In connection with providing these products and services, and at the request of the employer, Merrill makes  
available websites on the internet, mobile device applications, and written brochures in order to provide you with information regarding your plan. Under no circumstances should these websites, applications, and 
brochures, or any information included in these websites, applications, and brochures, be considered an offer to sell or a solicitation to buy any securities, products, or services from Merrill or any other person or entity.

Unless otherwise noted, all trademarks and registered trademarks are the property of Bank of America Corporation. 
© 2025 Bank of America Corporation. All rights reserved. | 20242401-2  | 7396881-EXP-2026-07-21 | ADA

Helpful resources

Events Center 
go.ml.com/events

Register for upcoming financial 
webinars and explore the  
on-demand library of seminars 
and audiocasts.

Education Center
go.ml.com/equityed

Explore helpful articles, videos 
and other resources on a 
variety of financial topics.

Step-by-step demos
go.ml.com/BenefitsOnLine-how-to

Learn how to manage your ESPP account easily 
with these interactive, step-by-step demos.

Helpful resources

https://go.ml.com/events
https://go.ml.com/equityed
https://go.ml.com/BenefitsOnLine-how-to
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