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How To Login to Netchex for The First Time 

● You will receive a "Welcome to Netchex!" email from 

noreply@netchexonline.com.  

● In the email, click "Create Your Password".  

● On the next screen, create a new password that meets the password guidelines. 

Enter your new password again in the Confirm New Password area, then agree 

to the Netchex Conditions of Use and Privacy Notice and click Submit. 

● A message will appear on your screen confirming your password has been 

successfully reset. You can now enter your email and new password to login to 

Netchex. 

 

 

How To Change Your Password 

● Go to netchexonline.net. 

● Click Forgot Password? 

● On the next screen, enter your email address. 

● You will receive an email from Noreply@netchexonline.com with a verification 

code. Enter in your verification code on the Netchex screen. 

● Enter a new password that meets the guidelines and confirm the password. Agree to 

the Netchex Conditions of Use and Privacy Notice. 

● Press Submit. Once you have reset your password it will return you back to the login 

page where you'll enter in your email and new password. 

 

How To Change Your Mailing Address 

● Go to netchexonline.net, enter your email and password, 

and click SIGN IN. 

● On the left-hand side under MY QUICK LINKS, select 

Demographics. 

● Adjust under Current and Former Address. Once you 

have made all your changes, press the blue Save button. 

 

 

http://netchexonline.net/
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How To Change Your Direct Deposit 

● Log in to Netchex. 

● Under My Quick Links, select the Direct Deposit Accounts. 

● You can add new accounts by selecting the +ADD button on the right-hand corner. You can 

also edit existing ones by clicking on the pencil or delete old accounts by clicking the 

trash can. 

● You will need your Account Type, Routing/Account Numbers and how much you want to go 

into each account. 

● Once all the changes have been made, press the blue "Add Account" button. 

 

 

 

 

 

 

 

 

How To Change Your Tax Exemptions 

● Log in to Netchex. 

● Under My Quick Links, choose Taxes. 

● You can either complete your elections or click Edit Federal and State Forms. 

● Once you are finished, your taxes will update. 

Note: If your employer uses NetGuide, you can complete your taxes by clicking the Edit Federal and 

State Forms button to complete the digitized tax form solution. 
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How To View a Check Stub 

● Log in to Netchex. 

● View your payment history by clicking your View Payment 

History Widget or view your most recent check stub by 

clicking on the check number. 

● You can view your payment history by check, or all check 

history in chronological order. 

 

 

 

 

 

How To View a W-2 

● Log in to Netchex. 

● Under My Quick Links, select the "Year End Tax Forms." 

● It is recommended to select electronic delivery for the next tax year. 

● To view previous W-2's; you will see it at the bottom of the screen. 
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How to Request Time Off 

● Log in to Netchex. 

● Select the "Request Time Off" button under the View Time Off 

section. 

● You will then be able to select the plan, one/multiple days, 

date range and your request details (if applicable). 

● You will be able to see your balance as well prior to entering in 

the request. 

● Once your manager receives and approves, it pushes the 

request to your timecard. 

● Please make sure and put your request for time off within 24 

hours of occurrence to ensure you get paid for your time off! 

 

 

 

 

If for any reason you need to edit your request for time off, you will need to do so *before* your manager approves your request. 

Once the request is approved, your manager/administrator will need to edit the request. To edit your request, please do the 

following: 

● On your dashboard, click on the View Time Off widget.  

● This will take you to your dashboard with the pending request under the 

“Requested Time-Off” section.  
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● Once you click the request type, it will take you to the screen where you can adjust. You can change the following: hours 

Per Day, start/end date of your request, update or delete the request, and even type in additional comments. 

● When you're finished, press Update or Delete to change your request. Your manager will see the most recent changes on 

the request when they review it.  

 

How to Clock In/Out 

● Go to netchexonline.net and enter your email and click PUNCH IN/OUT. 

● Enter your password on the next screen, and press PUNCH IN/OUT. 

● Select your punch type, and it will automatically register your punch once the 

popup appears. 

● You will be automatically logged out after your punch has been registered. 
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How to Approve your Timecard 

● Log in to Netchex via the mobile app. 

● Click your “Timecard” widget. This will take you directly to where you can 

see your digital timecard.  

○ Note: As an employee, you cannot “edit” or “Add” your own 

punches. You must reach out directly to your direct supervisor or 

administrator for them to fix/edit/delete any items off your 

timecard.  

 

 

• This will bring you to your timecard where you can move to the pay period you would 

like to review. 

● Once this loads, you will be able to see your entire digital timecard.  

● Move through the screen to find the dates you’re looking for.  

• Any days with a “Blue” checkbox will be days you can approve.  

• If you have a Missing Punch on your timecard, you will be unable to approve the 

timecard for this specific date. You must get with your manager/supervisor or 

administrator to fix the punch.  

• Once you select the date(s) you would like to approve, you can click on the “Approve” 

button. If your employer puts a disclosure statement for timecard approvals, you will see 

an “I Accept” button.  

 

 

● As soon as you approve your timecard, you will see a silver lock within the timecard 

to show you have approved your timecard.  

 

 

 

 

● You will be unable to “Unapprove'' your timecard. Your manager/supervisor or 

administrator can unapprove your timecard if needed.   

 

 

 


