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Guide Notes: This guide was created as a point of reference for those 
seeking help with online account access.  As you proceed through 
this guide, please note that depending on your plan and what is 
available to you, the images and step numbers within this 
document may vary slightly from what is on your screen.  PCS 
does not share email lists with any 3rd parties. 

 
Questions: If at anytime you need assistance, please contact our 

client services center at 1-888-621-5491. 
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 1     Logging In   
Logging In 
Access the website www.webaccountlink.com.  In the center of the page, you will 
see the AccountLink login box, asking for your User ID and PIN.  Enter this now and 
click the blue “Login” button. 

 
 
 
 
  
 
 
 
 
 

 
 

If you have not yet enrolled, please click the link that says "New to the 
AccountLink system?  Enroll now!"  

 
 
 
 
 
 
 
 
 
 

                                                                                                                    
 

 

On this page, click the link for our “Enrollment Guide.” 
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Security Questions 
If this is the first time you have logged in since our enhanced security update in 
April, 2008, you will be asked to provide four security questions and answers.  
These will be used when retrieving a lost password or when you are logging in 
from an unfamiliar or public computer.  

Choose which questions you would like to be asked in the future and provide 
the answers in the adjacent answer boxes.  When finished, click on the 
“Submit” button. 
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Language Selection 

The AccountLink System is available in both English and Spanish.  To change your 
preferred language, click on either of the “English” or “Spanish” links. 
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Lost and Forgotten User IDs 
or passwords 
Should you forget your User ID or PIN, you can have your information sent to the email 
address we have for you on file.  First, click on the link, “Forgot User ID or Password?” 

 

 

On the next screen you will need to enter your social security number and then click on the 
“Submit” button. 

Please exclude any dashes in your social security number when entering it here.  Rather than 
using “XXX-XX-XXXX” use “XXXXXXXXX” 
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You will then be asked one of the security questions you chose during enrollment.  
Fill in the correct answer in the box next to “Verification answer:” and then click 
the “Submit” button. 
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2   My Account    
Dashboard 

 

When you click on the “My Account” menu link, you are taken to your home 
page.  The home page offers a new dashboard view where you can quickly access 
your important fund information, including your personal information, account 
balances, contributions, and any important messages that may be waiting for 
you. 

 

On your dashboard, you may see an area notifying you that you have new 
messages waiting.  Within that box, click on the bulleted link to display your 
awaiting messages. 
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3       My Investments   
Current Balances 

 

The "Current Balances" section found under "My Investments" shows your 
investments along with their current balances, vested balances, current election 
percentages, number of shares, and price per shares.  There are three different 
tabular views to choose from: “Investment,” “Asset Class,” and “Source.” 

 

If your account contains Investment (Asset Allocation) Models, you can review the 
underlying funds in the model by clicking on the model name.  The information that 
can be viewed includes the fund name, dollar value, vested balance, units, and 
allocation percentage.
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Investment Directions 
The "Investment Directions" section found under "My Investments" lets you 
check your investment allocation percentages.  You may need to choose the source 
first. 

Details will be shown information about your current investment elections. 

 

 

 

 

 

 - Fees/Trading Rules apply to this investment.  You can click on the dollar sign 
icon for more details. 
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Fund Information 
The "Fund Information" section found under "My Investments" serves as a 
gateway for you to obtain more information about your funds.  You can click on the 
“View” link to see the investment prospectus. 

 

 

Morningstar® Data 

If you click on the name of a mutual fund anywhere on the AccountLink System, you 
will be directed to the Morningstar® snapshot view for that fund.  You can review 
the fund’s key stats, total returns, risk measures and management information.  
Click on the “X” in the upper-right corner of the Morningstar screen to return to the 
AccountLink system. 
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Contribution Amounts 
The "Contribution Amounts" section found under "My Investments" is where 
you can go to find out your current contributions, or percent contributed per pay 
period. 
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Rate of Return 
The "Rate of Return" section found under "My Investments" offers charts, 
graphs, and easy to understand tables, detailing your personal rate of return (as 
calculated by a weighted average on your account history).  There is a dropdown 
which allows you to filter the results shown by the site.  You can also specify a date 
range in which you would like to see information.   

Each chart has three different views; monthly, quarterly, and annually.  These 
buttons are found on the top right portion of the page. 

 

 

 

 

Please note, the AccountLink system will calculate your rate of return for a fund if 
you hold a position in that fund on any day during a month. 
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Fund Performance 
The "Fund Performance" section found under "My Investments" will display a 
page which allows you to check the historic performance (as calculated by Standard 
and Poor’s®) of all mutual funds available under your Plan.  If your Plan includes 
Investment Models, performance information is supplied by your Plan’s advisor. 

 
 
Again, clicking on the fund’s name will take you to its detailed Morningstar page.   
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4    Account Transactions  
Investment Directions 
The "Investment Directions" section found under "Account Transactions" 
allows you to make changes to your allocations for future contributions.   

Please note that each new contribution: 

• Must be at least of 5.00% 

• In increments of 1.00% 

• The total allocation percentage must be 100% 

To make changes, type in the new percentage in the new column next to the 
investment name and click the “Submit” button. 

 

Please note that changing your future investment directions will only affect 
contributions made after the investment direction change is processed; this 
transaction will not affect the investment of your existing account balance.
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Fund Transfer 

 

 

The "Fund Transfer" section found under "Account Transactions" allows you to 
transfer your existing investments.  You have several options when requesting a 
transfer. 
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Percent to Percent Transfer – This option allows you to move a percentage of 
your investment within a fund or multiple funds, and invest the proceeds into a new 
fund or multiple funds by percentage.  Your allocations must be in whole percentage 
increments of generally not less than 5%.  Please note that although you might only 
transfer a portion of your account from a particular investment fund, you must 
specify new directions for 100% of the transfer amount; in other words, the total of 
the “To” column must equal 100%. 

Dollar to Percent Transfer – This option allows you to move a set dollar amount 
from one fund or funds, and invest it into another fund or funds by percentage.  For 
example you can choose to move $1,000 from the Balanced Portfolio, and invest 
80% of the proceeds into the American Funds Growth Fund and the remaining 20% 
of the proceeds into the Dreyfus S&P 500 Fund.  Please note, due to daily market 
fluctuations, you can only move up to 80% of you total balance in a fund at one 
time. 

Dollar to Dollar Transfer – This option allows you to move a set dollar amount 
from one fund or funds, and invest it into another fund or funds by dollar amount.  
For example, you can choose to move $1,000 from the Balanced Portfolio and invest 
$500 into the American Funds Growth Fund and the remaining $500 into the Dreyfus 
S&P Fund.  Please note, due to market fluctuations, you can only move up to 80% of 
your total balance in a fund at one time. 

This section also allows you to rebalance investments based on new allocation 
percentages or current allocation percentages.  You can choose to do this by 
selecting the type you wish to perform in the dropdown box next to “Transfer type”  

The bottom half of the page is where you make your changes.  In the “From” 
column, choose the amount you would like to take from that investment.  In the 
“To” column, select how you would like to distribute the amounts you are removing 
from the “From” column. 
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In the above example, 20.00% of my current balance in Lifestyle 80/20 ($1,253.79) 
will be taken and split 50/50 between Hartford Capital Appreciation ($626.90) and 
Vanguard 500 Index (626.90).  

Once you select the “Submit” button, a verification screen will appear.  Please 
confirm that you entered your transaction correctly on the previous screen.  If the 
information is accurate, click the “Continue” button to execute your transaction. 

The next page that will appear is a confirmation that the transfer of your existing 
balance has been successfully processed.  You will also receive a hard copy 
confirmation of your transaction via U.S. mail. 
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Note:  The percentage amounts you choose must be at least 5.00% 
and must be whole percentages of 1.00%.  The “Total transfer 
percentage” must be 100%. 
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Loan Modeling 
The "Loan Modeling" section found under "Account Transactions" is where you 
can submit a loan request online.  The page will display your minimum and 
maximum loan amounts, durations, as well and interest rates. 

The form will only display if your plan permits loans. 

 

 

Your access to the loan options available here does not guarantee approval of your 
loan request.  In order to obtain a loan, you must satisfy any applicable Plan 
requirements or restrictions. 
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5   Statements and Reports    
Reports 

 

The "Reports" section found under "Statements and Reports" allows you to 
generate reports.  At the top of the page, you can choose to review the results online 
only, or to receive statements both electronically online and through the mail. 

To do so, select the report group in the first drop down box.  Next, choose the report 
you wish to prepare followed by a date range.  Click the “Submit” button to view 
the electronic version.  Adobe Acrobat Reader is required to view the online 
reports.  If you do not have this software, you can click on the yellow “Adobe 
Reader” button under the word “Reports” in the top left portion of the page. 

 

You are able to elect to receive your quarterly statements online rather that in the mail.  
Simply make your selection, and click the “Submit” button.   Your election will be 
honored during the next quarterly cycle.  You may change your selection at any time. 
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Forms 
The "Forms" section found under "Statements and Reports" is where you can 
quickly find and download documents you may need, including forms and manuals. 
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Transaction History 
The "Transaction History" section found under "Statements and Reports" is 
where you can view your account activity.  The green/blue area allows you to filter 
by investments, sources, types of transactions, and dates.  If you wish to do so, 
select your filtering criteria and click on the "Submit" button.   

 

Below this, by default, your entire history will be displayed.  To view more 
information about an entry, click on the [+] to expand the line (indicated by the red 
arrow).  You also have the option to download your transaction history by clicking on 
the “Download Detail” button at the bottom. 
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Web/Phone Requests 
The "Web/Phone Request" section found under "Statements and Reports" 
allows you to see transaction requests that have been processed or are currently 
unprocessed.  Transactions that appear hear will include allocations, contributions, 
pin and user ID changes, distributions, loan distributions, and transfers.  Again the 
light green area allows you to filter your results by selecting the specified criteria and 
clicking the "Submit" button. 
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6   Learning Center    
Your Plan Information 

 

The "Your Plan Information" section found under "Learning Center" provides a 
summary of information regarding, eligibility, entry dates, change dates, employee 
contributions, company contributions, vesting, etc specific to your plan. 
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Retirement Calculator 
The "Retirement Calculator" section found under "Learning Center" is an easy 
way to estimate your income and savings available to you when you retire.  Fill in 
the fields on this page and then click on the "Calculate” button.   

 

If you are not sure about one of the fields, hold your mouse over a field name for 
help. 
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7    My Profi le   
Personal Data 

 

The "Personal Data" section found under "My Profile" is where you can change 
any of the information you have provided to us.  To add additional information like 
alternate e-mail addresses, click in the blank field box and fill in the data.  To make 
change, simply click in the box, erase the contents, and fill in the correct 
information.  When done, click on the "Submit" button.  

 

 

To remove any changes you have made, click on the "Reset" button. 
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Password Change 
The "Password Change" section found under "My Profile" is where you can 
change your user ID and/or password.  If you wish to change only your password, 
leave the "Enter new user ID" field blank. 

Be sure to type your new password correctly in both password fields and then press 
the "Submit" button to continue. 

 

 

Note:  Leaving the User ID field empty will reuse your current User ID.  
Changes made to your PIN will take effect immediately.   These 
changes will not affect your Voice Response access (if available).  
User ID must be between 6 and 12 alphanumeric characters (0-
9, A-Z) in length. PIN must be between 6 and 8 alphanumeric 
characters (0-9, A-Z) in length. Your User ID cannot be some 
portion of your PIN. 
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The next page informs you that an e-mail confirmation will be sent to the e-mail 
address you provided during enrollment.  Press the “Continue” button to continue. 

 

 

Next, you will be your on-screen confirmation of the change request. 
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Logging Off 

Click the “Log Off” link in the upper right hand corner of your screen.   

 

 

After logging off, you will be returned to the AccountLink System logon page. 

 

 

Each time you login to the AccountLink System, it is important that when you have 
completed your transactions that you log off. 


