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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.
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To get to the login page go to
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AE your convenience,

go to our main website and click on the
easyAccess icon.

f - Once there, if you are a first time user, please click
NELED, « Cick i Tom 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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At your convenience,
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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.

B easyAccess
Personal
Employment
Pay Rate History
Taxes

Direct Deposits
Dependents
¥TD Summary

Check History
Tools 8 Forms
Resources

HR Dnline

User Setup

Navigation Menu

< Current page information

Hover your cursar aver the memu iter to
zee the detail in this boo,

B i Click to close tree
Brsona
o On the menu, you will notice plus and
T S minus signs to the left of some of the links.
Dependents This is what is called “Tree Navigation”. If
e you click on a plus, it will open up items that
HE snteem Click to open tree branch off from the main link, and then it
will turn into a minus sign. To close the
User Setup branch, click the minus sign.
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John M. Doe Demo Client

NELED,

B easyAccess Personal
Personal
Employment First Mame : John M.
Pay Rate History Last Name : Doe

Taxes Soc Sec Num ¢ 100-00-0001

Direct Deposits Address Line 1 125 North East Avenue

Dependents A_ddress Line 2 : Apt. B-2

5 City Bradenton

¥TD Summary State : L

Check History Zin Code ¢ 34205
Tools & Forms Home Phone {941) 555-1010
Resources Gender ! Male

BirthDate 5/11/1975

User Setup Emergency Contact Mame ;  Sally N. Doe

Emergency Relationship | ife
Emergency Contact Wurnber :  {941) 555-1010

IMake Changes

Click to make changes

aaaaaa

Employss Persenal Information

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.

NELED,

Demo Client
B easyAccess Employment
Personal
Employment Client Mame : Demo Client
Pay Rate History Emplovee Status . Active
Taxes Hire Date ! 7/21/2000
Direct Deposits MELCO Hire Date 7/21/2000
Dependents Termination Date |
Anniversary Date | 7/21/2003
WID-SPImary First Review Date 10/21/2000
Check History Full/Part Time © Full Time
Tools & Forms Pay Cycle | Weekly
Resources Pay Twpe : Hourly
Pay Rate : $15.15
User Setup QOrrupational Description PHONE SALES

Employee Employment Tnformation

www.goNELCO.com

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.

Employee Information Change

Field Curent New

Address Line 1 : 5mth el |
Address Line 2 : 8pt. B-2 I
City : Bradenton ]—
State : FL [
Zip Code : 34205 [

Home Phone : (541) 555-1010 |

Emergency Contact I—
Name © Saly N. Doe
Relationship : 5L

Emergency,
Contact Number @ (9413 555-1010

Misc. Requests ©

Submit | Cancel |

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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Pay Rate History
i hs 5
Pay T'.;na Pay Rate T..h;lnue Date m[:;:“l_n‘e
) . Houry $15.15 1/2002 14
The pay rate history is a great way to track pay Housty $515  7/21/;000 18
rate changes.
Taxes
Federal
Fadleral Status © *Married
Faderal Exernotions : o1
idditional Federal Withholding : $5.00
Eamed Income Credit Both Spouses
State Worked

Work Stae | GA
il bt i With easyAccess, you can check your W-4
State Addfional Withhadng :  $0.00 status with NELCO at your convenience.

State Residence
Rasicant State ; FL
State Withbolding Status Married
State Exemplions : o1
Stabe Additiond withholding :  $0.00

Local Taxes

Local Tax 1: A

Direct Deposits

. g s . . . Rec Routiry Acct. Amount/
Direct deposit information is available so that you — mm  tmber  BarkActMm ., porontage Y10 Amount
X K X 01 063100277 7507566058 Checkirg  $150.00 $0.00
may Venfy and track where your pay is going. 02 063100277 S6E07548214  Savings 100.00% $0.00

Dependents
Last Mame First Name Relation BirthDate
Doe Sally M. Wife 12/5/1955

Dependent information is available to
view online. Click the “Detail” link to

Click for details® view everything on file.
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Yoo . NELCo

KA
John M. Doe Demo Client

=
S easyAccess
Personal Select a Data Year 2002 2003
Employment
Pay Rate History Earnings
Taxes MTD __ Quarter 1 uarter 2 uarter 3 uarter 4 YTD
Direct Deposits Regular
. Dependents Arnt 2,878.50  4,393.50 0.00 0.00 000 4,393.50
The YTD Summary contains a great s M. 1000 @00  ox om0 e
. . . Check History | RELME
quantity of information about your it i "% %% Gm  bw  ow  mm
. Vac leave
. it 0.00 0.00 0.00 0,00 0.00
earnings.  Such as quarterly break S dt
Personal Time
downs, month to date and year to date. st o wmm om om oo sz
Hrs : 0.00 8.00 0.00 0.00 0.00 8.00
Mileage
At 2250 0.00 0.00 0,00 22.50
Hrs : 0.00 0.00 0.00 0.00 0.00 0.00
2nd Shift
At 320.00 320,00 0.00 0.00 0.00 320.00
Hrs : 40.00 40.00 0.00 0.00 000 40.00
Reimbursement
Arnt 150,00 150.00 0.00 0.00 0,00 150,00
Hrs ¢ 0.00 0.00 0.00 0.00 0.00 0.00
Tolls
me % s o 43 am oo
Is : X : i il i H
Employse Check History - . . L I - |

Check History
Check History has your check stubs

Check Date Check Number Gross Pay Net Check View Check )

D2/22/2002 1000513 606.00 0.00 Chack online. Check date, check number,

02/15/2002 1000910 700,50 0,00 Chack

02/08/2002 1000907 320,00 0.00 Check g_rOSS pay, and_ net check are all

g/ P 1000504 T L0 ched viewable from this page. If you need

01/25/2002 1000901 303,00 0.00 Chack . « ”

01/18/2002 1000895 540,83 0.00 Chisck to see the StUb, click on the “Check

01/11/2002 1000895 606,00 0.00 Check: Iink On the right Side Of the rOW-
Please note that if you have direct
Zero.

| pretchidcsue |

The NELCO Compandes

33 tth Avanss Wart = BEA: {00307

Bragarton, L M206-0120 e [ owcioen |
. LML) T45-1E36  (POD] TA-2002 s SCID w FELEFLTF.

& ##Click to print check stub.:

CRDER  Bracertan,
or

You will find that the check stub pop up looks |— .- ——
exactly like the stub that you receive with your real |7 & &l s
check. In the upper left corner of the window you i
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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To view, fill out, and print these forms you will need Adobe Acrobat Reader, If
you do not have Adobe Acrobat Reader installed, you will be prompted to
choose an application to associate with the form. Cancel access to the form and
download Adobe Acrobat Reader by using the link below.

A

401k Change Form ==

—_ — The form page houses the most common

A1k summary ayroll Deduction Authorization fi . . .
orms that you might need to print, fill out,

Direct Deposit Authorization Personnel Information Form and send into NELCO.

Disclosure and Release Supplemental Life Insurance

Flexible Spending Account Election W4 [2003)

Flexible Spending Reimbursemeant Woucher

*Pleasa Nota: Forms may not be altered in any way. Wa will not aceapt forms which have baan altarad

Distance Learning is your training series that is available via the
internet for you. You will be tested on the topics covered and you
will receive a certificate of completion for a score of 70% or higher.
As new lessons are developed, they will be added.

Available Lessons

Distance Learning is a training series that -
. . . A Sexual Harassment for Employees
is available that you can go through online. \ ey

BINGO

Safety Bingo is a NELCO original.
Employees can check their bingo

Weak Eridinig BINGO Nurmbers numbers on this page. Employee’s can
receive $50 from NELCO if they win.

#%% Friday, February 28, 2003 We have a winner! ***

3396" Ave W Bradenton FL, 34205 800.741.3092
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Employee Perks Information
Dear NELCO Employess,

At NELCD wa believe the “itte things” do make a difference! Below are some additional
benafits you may be ehgble for,

+ Amusement Park Discounts: Available to al NELCO employess:

+ Discount Disney Tickets: &vailable duing seasond pramations only,

« Discount Universal Studios/ Islands of Adventure Tickets: Avaiablo yaar rourd,

= Magic Kingdom Club Card: Save 10% on merchandse at the Disney Store, dinng,
selected admissions and 10-20% discounts on area hotels.

The Employee PerkS page haS a" the d ISCOUHt + Hotel and Resort Discounts: Discounts are avallable for numerous hotels and resorts in

Flaricda and various national locations,

Informatlon that N E LCO Offers every em ployee = Rental Car Discounts: Alamo Rental Car Discounts Card prowdes yvesr-round discounts of

up to 15% off car rentds.
« Dell Computer Discounts

+ Optional Insurance Products: Avalable for purchase by &l NELCO employees working 30
haurs or more per wesk, W can asast you with thess products,

* Short-term Disabiity

+ Cancer Coverage/Criticd liness Coverage
* Universal Life

* Guaranteed lssue Group Term Life

+ Employee Payment Options: Available to al NELCO employees:

User Changes

#++ An email confirmation will be sent out to your email address momentarily.
#+% There will be a link to accept the changes made and a link to decline them.
#+% Tn order For you to log into EasyAccess, you will have to click on the Accept link, in the

email, first.

Change What : & Email Address " Password  Hirt QEA

Neww Email Address: I Fimeplce o) If ever you would like to change your email
RrtmeFnsitiddess: | address, password, or Hint Q&A, you can do
s :ul'ﬁztsi‘: ;:FI::': :::sé-:;;l;erl by entering the answer to your HINT question below! SO by Cl ICkI ng on User Setu p |n the
in iy lengin?

SUBTHitE ] naV|gatlon menu.
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