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Welcome to the WebAccountLink Master Guide-
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Logging In

Access the website by typing “www. WebAccountLink.com” into your web browser.

NOTE:  If this is your first login, please see the “Online Enrollment Guide”.

If logging in for the first time, your username is your Social Security Number. Please exclude 
any dashes when entering it here.  (Rather than using “XXX-XX-XXXX” use “XXXXXXXXX”).  
Your Password is the last four digits.

Should you forget your User ID or password, you can have your information sent to the email 
address we have on file for you. Click on the link, “Forgot User ID or Password”  You will be taken 
to the “Request User ID and Password” screen.  Please enter your Social Security number and 
then click on the “Submit” button.

You will then be asked one of the security questions you chose during enrollment.  Fill in the 
correct answer in the box next to “Cerification answer:” and then click the “Submit” button.
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When you click on the “Dashboard” link, you are taken to your home page.  The home page offers a 
dash-board 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 will see a bell symobol with a number.  This notifies you that you have new 
messages waiting.  Click on it to view any new or old messages.

Dashboard
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RetireOnTime

RetireOnTime provides a simple answer to an important question - ‘How much can I safely spend 
during retirement?’  Your projected retirement income is automatically calculated based on your 
retirement plan assets with the ability to include retirement assets outside of the plan as well as the 
ability to establish your retirement goals.  

RetireOnTime also allows you to model the impact of increasing your contribution amounts to 
improve your retirement projections.



© Professional Capital Services, LLC  | WebAccountLink.com  | (888) 621-5491 6

The “Personal Information” is accessed by clicking the Cog Wheel at the upper right hand corner of 
the screen.  It is where you can change any of the information you have provided to us. 

Personal Information

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.

Password must be between 6 to 8 alphanumeric characters (0-9, A-Z) in length. Your User ID 
cannot be some portion of your password.

Beneficiaries

The Beneficiaries area is where you can update or add your beneficiary information.

Log Out

Click the indicated icon to log out of the website
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Manage Investments

The “Manage Investments” section found under “Manage” tab allows you to select your investment 
directions, transfer funds, change your contribution percentage or rebalance your portfolio. Click on 
"Get Started" to proceed to the next step.  

Manage
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Investment Directions

The “Investment Directions” section found under “Manage Investments” allows you to make 
changes to your allocations for future contributions.  

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

Each new contribution:
• Must be at least 5.00%
• In increments of 1.00%
• The total allocation percentage

must be 100%

NOTE: 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.

After selecting your new investments, you will be given an option to transfer existing balances to be 
in line with your current elections. 
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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.

• 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.

• 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.

Transfer Funds

The “Transfer Funds” section found under “Manage Investments” section allows you to transfer 
your existing invest-ments.  You have several options when requesting a transfer.

Performing a Transfer: Select the type of transfer you would like to perform from the dropdown 
box: “Percent to percent”, “Dollar to percent”, or “Dollar to dollar”.  

NOTE:  The percentage amounts you choose must be at least 5.00% and must be whole 
percentages of 1.00%.  “Total transfer percentage” must be 100%.
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Rebalance 

Rebalancing Investments:  This section also allows you to rebalance investments based on new 
allocation percentages or current allocation percentages, and to set up an automatic rebalance 
schedule.  To proceed, click "Get Started" under the applicable selection.  

• Recurring Rebalance: Select the button next to “Recurring Rebalance”.  Select your rebalance
frequency, the day to rebalance, the starting date, and the threshold percent, and click “Submit.”

• Conform Ending Balance:  This option will allow you to create a rebalance transaction, either
one-time or recurring.  This option is based on the allocations you currently have selected.

• Conform To Target:  This one-time rebalancing option allows you to rebalance by manually
entering new allocation percentages.
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Change Contribution Rates

This section also allows you to change your contribution election if available in your plan.  If your 
plan allows both pre-tax and roth contributions, click the edit button under the source to update.

Here you can adjust the percentage or amount contributed into your plan. 

The second half of the contribution change area allows you to set up an individual automatic 
increase rate.  

Note:  Change made to your contribution percentage may take up to 2 payroll cycles to be 
completed.
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The “Transaction History” section can be found under the “Manage” tab.

This is where you can view your account activity. The top area allows you to filter the results. 

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.

Transaction History

Web/Phone Requests

The “Web/Phone Request” section found under the “Manage” tab allows you to see transaction 
requests that have been processed or are currently unprocessed. 
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Rollover Contribution

Under the "Manage" Tab on WebAccountLink.com, select Rollover Contribution and you will be 
taken to The PCS Rollover Contribution Wizard! 

The PCS Rollover Contribution Wizard will walk you through 4 easy steps, depending on the type of 
account you are rolling over and the custodian of your plan with PCS.

1. Enter Personal Information & Account Type

2. Enter Account Information about Rollover
Note:  If you are rolling over Roth or after-tax money you will need to provide the Roth basis amount and the first year 
that a Roth contribution was made.
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3. Review Information on how to transmit money to PCS

4. Confirmation

We will expect the rollover check/wire from the origin institution. Upon receipt, we will invest as per 
your investment elections



© Professional Capital Services, LLC  | WebAccountLink.com  | (888) 621-5491 15

The “Fund Information” section found under “My Investments” serves as a gateway for you to obtain 
more information about the investments available in your Plan. 

You can click on the “View” link to see the investment prospectus.

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).  Each chart has four different views:  Custom, Monthly, Quarterly, and 
Annually.  These buttons are found on the top right portion of the page.

Rate of Return

Fund Information

My Investments
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Requesting Paperless Distribution and/or Loan

If your plan allows to request distributions online or take a loan, you may initiate it in the "Loans 
and Distributions" area under the "Withdrawals" tab. 

For Distributions, once your employer has entered your termination date, you can select your 
distribution method in the drop down and click the "Get Started" button to proceed.  

For Loans, select the type of Loan (Personal or Residential).  The amount displayed is the 
calculated available balance.  The quick loan calculator will determine your payment amount.  Click 
"Get Started" to proceed with the request.

 For more information, please see the Online Distribution or Loan Request Guide.
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The “Statements/E-Delivery” section found under “Forms & Reports” allows you to generate On-
Demand statements.  Adobe Acrobat Reader is required to view your online statement. 

At the top of the page, you are able to elect to receive your quarterly statements online rather than 
in the mail. 

Statements/E-Delivery 

Forms
The “Forms” section is found under “Forms & Reports”.   In this section, you can quickly find and 
download documents you may need, including forms and manuals.
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If your Plan allows for Roth contributions, “Is Roth Right for You?” is a helpful tool that can be 
found under the “Learning Center” tab.  “Is Roth Right for You?” is a presentation that will open in a 
new window.  This tool can help you decide between a pretax 401(k) and a Roth 401(k).

Is Roth Right for You?

Learning Center

Enrollment Guide

Glossary

SmartPlan

Access this area to review your plan's enrollment guide, which explains the retirement  plan's 
features and availabilities.

This area contains a wealth of Retirement Plan related definitions to help you navigate your 
account.

SmartPlan features a guided overview video about your retirement plan.
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