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Your Guide to easyAccess 
- Employee Level - 

 
 
Thank you for your interest in NELCO Online Technology. We strive to bring you 

tools that will save you time and increase your productivity. With easyAccess you will have 
the power to make needed payroll changes twenty-four hours a day. New hires, pay 
changes, employee views and information changes, are just a few of the features that you 
can do with easyAccess. If you are already signed up for easyAccess, log on now and 
follow along as this guide will walk you through each feature.  
 
 
 

To get to the login page go to 
http://www.goNELCO.com/easyAccess or you can 
go to our main website and click on the 
easyAccess icon.  
 
Once there, if you are a first time user, please click 
the “First Time User” button.  

 
 
 
 
 
If you are a first time user, you will need your 
employee ID and your social security number. 
You will be given easyAccess employee level 
entry. To gain Client Level access you must 
request for WebTime setup from our website. 
Click on the “Sign Up” menu option near the top 
of the page. 
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The main site navigation for easyAccess is on the left of your screen. In the lower left of your 
screen, you will find the current page information. This lets you know which page that is to the 
right of the navigation menu. 
 

 

 

On the menu, you will notice plus and 
minus signs to the left of some of the links. 
This is what is called “Tree Navigation”. If 
you click on a plus, it will open up items that 
branch off from the main link, and then it 
will turn into a minus sign. To close the 
branch, click the minus sign. 
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The first part of easyAccess is your 
personal information. This is a very 
important reason why everyone needs their 
own private login. You can change your 
information by clicking on the “Make 
Changes” link at the bottom of the 
information view. 

When you click on the “Make Changes” link in 
the above image, entry fields will open up next to 
each detail.  Fill out the information that you want 
to change and click on submit. 

With the Employment information page, you 
can view things such as your hire date with 
the company that you work for, the official 
hire date that you joined the NELCO family, 
your pay rate, pay type, and status.  
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The pay rate history is a great way to track pay 
rate changes. 

 

With easyAccess, you can check your W-4 
status with NELCO at your convenience.  

Direct deposit information is available so that you 
may verify and track where your pay is going.  

 

 
 

 

 

Dependent information is available to 
view online. Click the “Detail” link to 
view everything on file. 
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The YTD Summary contains a great 
quantity of information about your 
earnings.  Such as quarterly break 
downs, month to date and year to date.  

 

 

Check History has your check stubs 
online. Check date, check number, 
gross pay, and net check are all 
viewable from this page. If you need 
to see the stub, click on the “Check” 
link on the right side of the row. 
Please note that if you have direct 
deposit, your net check will show as 
zero. 

 

You will find that the check stub pop up looks 
exactly like the stub that you receive with your real 
check. In the upper left corner of the window you 
will see a “Print Check Stub” button, with which you 
can print out the stub. This is a great way to 
retrieve your check stubs if you ever are trying to 
finance something. 
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The form page houses the most common 
forms that you might need to print, fill out, 
and send into NELCO.  

 

Distance Learning is a training series that 
is available that you can go through online.

 

 

Safety Bingo is a NELCO original. 
Employees can check their bingo 
numbers on this page. Employee’s can 
receive $50 from NELCO if they win. 
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The Employee Perks page has all the discount 
information that NELCO offers every employee.  

 

If ever you would like to change your email 
address, password, or Hint Q&A, you can do 
so by clicking on User Setup in the 
navigation menu. 

  
 
 
 


