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Welcome to Onboarding - What to Expect...

The onboarding portalis easy to use. However, foryour convenience, included in this
PDF are detailed instructions to answer questions that may come up during your
onboarding process.

* Onboarding Frequently Asked Questions Page - A FAQ page with several

frequently asked questions that will assist you through the onboarding process.

* Completing the new W4 tax form can be very confusing. Please take alook at

the attached tip sheet document.

» Step-by-step instructions for setting up Direct Deposit to multiple accounts.

* Employee Onboarding Instructions — A step by step guide of the onboarding

wizard you will follow to complete your personnel file. (approx. 15 minutes fo complete)
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Frequently Asked Questions

Email Invite = Q. | click on the link in the email, but it takes me to a handbook not
onboarding. How do | access onboarding?

A. Once you receive the welcome email for onboarding, the first link will take you to
the employee handbook. You will need to locate the blue button near the
boftom of the email that says START.

Landing Page - Before Onboarding — Q. Are there any instructions to assist me through
onboarding?

A. Yes, before you begin onboarding from the landing page please download the
“INSTRUCTIONS FOR COMPLETING YOUR ONBOARDING PROCESS”. These
instructions include the following:

- Tip Sheet for completing the W4 Form.
- Direct Deposit to multiple accounts — a step-by-step guide.
- Employee onboarding instructions from beginning to end.
The link will be right below the START ONBOARDING PROCESS button. Please do
not click this button until you have downloaded the instructions. You will do this
by clicking where it says DOWNLOAD PDF DOCUMENT.
Step 1. Q. What if there is incorrect information on step 1 of the Employment Summary
Approval?

A. If there is incorrect information such as a name, spelling, hourly rate, etc. Please
use the REPORT WRONG DATA button at the bottom of the page. Please make
sure to notate both what is incorrect and what the correct information should be
in your note so that your employer does not need to reach out. This saves time
for both you and your employer. You will not be able to move forward with
onboarding until your employer corrects the information. If you move forward
with the incorrect information listed all your documents will list the incorrect info.
This means you will have to manually correct and submit a change form to us so
that we can update your information in the system. You will know the information
has been corrected when you receive another welcome email for onboarding.

Step 2. Q. Can | use a nick name or different name than what is on my legal
documentse

A. You will need to use your full legal name. For tax purposes your name needs to
match what is listed on your current social security card.

Step 5. Q. | have a job that requires me to drive do | need to include my driver’s license
number?

(OR)
Q. My employer asked me to include my driver’s license, do | need to fill in that section
on the forme

A. If your employer requires you to include your driver's license, please fill in the
appropriate fields pertaining to the driver’s license. Please note these fields are
not required but filling in this information will save time, so your manager does not
need to reach out to you after you have completed onboarding to obtain your

DL number.
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Step 6. Q. Am I required to setup an emergency contact on step é of onboarding?

A. Yes, you are always required to setup an emergency contact. Even though this
does not show as a required field your employer will reach out fo you if you do
not fill in this field. Please use the check box next to SETUP EMERGENCY
CONTACT. This will open additional fields where you can type in all the
information pertaining fo your emergency contact.

Step 8. Q. Can you assist me in filling out the W-42

A. We are not allowed to give out any recommendations or advice on how to fill
out the W-4. Please go step by step, read each section, and fill out accordingly.
Other than that, we cannot assist you in any way with the W-4. There is also a tip
sheet you can download near the top of the page.

Step 9. Q. I'm stuck on step 9, how do | go to the next page?

A. This page is the PDF viewer, from here you will need to click NEXT in red. It's near
the top of the page just above the document you are reading. Once you have
viewed all pages you can check the | DELACE box and sign the document. After
you have completed that you will be able to click NEXT at the bottom of the
web page.

Step 10. Q. How do | set up my direct deposit? What if | want to have more than 1
account and want a fixed amount/percentage in one and the rest in
another account?

A. To setup direct deposit click ADD NEW BANK ACCOUNT. Unless you plan on
having more than 1 account, we always recommend you use percentage
instead of fixed amount and type in 100%. This ensures all money will go directly
to that account. If you have more than 1 account you can either first put a fixed
amount, for example $100 dollars in 1 account. Then you would add the second
account and use percentage. Put in 100%, this will ensure whatever is left after
the $100 goes to the first account, the rest will go to the second account. You
can also put a percentage in the first account, for example 25%. Then setup the
second account and use percentage again. Putin 100%, this will ensure
whatever is left after the 25% goes to the first account, the rest will go to the
second account.

Step 12. Q. Can | download the documents | viewed and signed?

A. Yes, you will have an opportunity in this step to download each document
individually or all together. Please keep in mind if you DOWNLOAD ALL you will
receive all documents within a ZIP file.
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Tip Sheet for Completing the 2020 W-4 Form

Please use this Tip Sheet for completing the 2020 Form W-4. It offers helpful tips to complete the
W-4 form located following this fip sheet. Whether you are a new hire, or you want to change
your withholding, you must complete steps 1 and 5. Steps 2, 3, and 4 are only completed if
certain criteria apply.

Note: This isnot to be taken as tax advice. Since tax rules change over time and can vary for
each person and household, please consult a CPA or tax advisor for specific guidance. Failing
to properly complete the 2020 Form W-4 could result in you owing taxes.

5 key steps in the new Form W-4

Step 1: Enter Personal Information — EVERYONE MUST COMPLETE

This step must be completed by all employees. Please fill out your basic information: 1) Name; 2)
Social Security number; 3) Address; 4) City/town, state, and ZIP; 5) Filing status. If an employee
does not fill out the form, the employer is required to calculate their withholding as “Single” so
the employer can withhold their taxes at the higher "“Single” rate.

w_4 Employee’s Withholding Certificate
Eam > Complete Form W-4 your employ

Department of the Treasury. » Give Form W-4 to your employer.

Internal Revenue Service. P Your withholding is subject to review by the IRS.

City or fown. state, and 1P code

c) ] Single or Married fling separately
| Married fiing jointy (or Qusktyng widowfer)

@ Enter your full name Write in your mailing address

@ Enter your Social Security number @ Check your filing status

Step 2: Multiple Jobs or Spouse Works - Complete Steps 2-4 ONLY if they apply to you; otherwise,
skip to Step 5.

This sectfion addresses the “Two Earners / Mulltiple Jobs Worksheet”. Most commonly, this step is
for anyone who has more than one job oris married filing jointly and whose spouse works. So
most likely, these steps won't apply to you if you're single with only one job or you're married,
and your spouse doesn’'t work.

However, it is your responsibility to understand and properly apply your personal situation as it
can affect your tax balance owed at time of tax filing. Use the provided links or consult your CPA
to ensure you understand your options.

Within the Employee’s Withholding Certificate packet, it provides instructions on who needs to
complete Steps 2-4 and who can skip to Step 5. Please review this section closely fo ensure you
are properly completing this step.

Checking box 2(c) tells your employer that you have multiple jobs. If you don’t want to disclose
that fact, don’'t check the box.
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If you skip steps 2-4, you must complete step 5.

Complete Steps 2-4 ONLY I they apply to you; otherwise, skip to Step 5. See page 2 for more information on each step, who can
claim exemption from withholding, when to use the online estimator, and privacy.

Step 2: Complete this step if you (1) hold more than one job at a time, or (2) are mamied filing jointly and your spouse
Multiple Jobs also warks. The correct amount of withholding depends on income earned from all of these jobs.

or Spouse Do only one of the following.

Works (8) Use the estimator at www.irs.gov/W4App for most accurate withholding for this step (and Steps 3-4); or

{b) Use the Multiple Jobs Worksheet on page 3 and enter the result in Step 4(c) below for roughly accurate withholding; or

{c) If there are only two jobs total, you may check this box. Do the same on Form W-4 for the other job. Thlsopmn
is accurate for jobs with similar pay; otherwise, more tax than necessary may be withheld . . . . .

TIP: To be accurate, submit a 2020 Form W-4 for all other jobs. If you (or your spouse) have self-employment
income, including as an independent contractor, use the estimator.

Complete Steps 3-4(b) on Form W-4 for only ONE of these jobs. Leave those steps blank for the other jobs. (Your withholding will
be most accurate if you complete Steps 3-4(b) on the Form W-4 for the highest paying job.)

In this step, the form notes that individuals with multiple jobs should complete Form W-4 with the
information from their highest-paying job. That should result in the most accurate outcome. If you
work more than one job, steps 3 through 4b should only be completed on one W-4 form.

For step 2, employees only need to complete option (a), (b), or (c). Options (a) and (b) will take
employees away from the form itself, while option (c) can be done right on the form.

The IRS has stated that option (a) will give employees the most accuracy and privacy of the
three since the new withholding estimator will compute all the relevant entries for the form.
Option (b) also provides accuracy but requires manual work (see “Worksheet” Section below for
more details), and () is the least accurate since it assumes the jobs have similar pay, but it's the
easiest fo complete.

Step 3: Claim Dependents - Complete Steps 2-4 ONLY if they apply to you; otherwise, skip to

Step 5
This section determines your eligibility for the child fax credit. It's a relatively simple step to
complete:

sn:?& If your income will be $200,000 or less ($400,000 or less if married filing jointh) |

D.p'."“mn Multiply the number of qualifying children under age 17 by 32,000 §

Muitiply the number of other dependentsby$500 . . . . §
Add the amounts above and enterthe totalhere . . . . . . . . . . . . . a ls
. :.:":;Z;f::is;;:;é . :I:;;b;rofother dependents The sum

The TCJA changed the law so more people would qualify for the child tax credit. Single
taxpayers with an income of $200,000 or less ($400,000 if married filing jointly) are now eligible.
Employees should pay attention to the definitions in RS Publication 972 — Child Tax Credit if
they're looking to claim the credit.

Your number of qualifying children under age 17 multiplied by $2,000 will go into the first box. The
number of other dependents multiplied by $500 will go in the second box. The sum of those two
numbers will go online 3.

Step 4: Other Adjustments - Complete Steps 2-4 ONLY if they apply to you; otherwise, skip to Step

Step 4 ) Other incoms inot from jobal. If you want lan withheld for other income you expect
(optional): hin year thal won 't hawe withhiokding, enter the amownt of ol ncome here. Tha may
Ot rchude rieesl, deadends, and retramant roome
Adjustments
) Decuctions. If you sxpect fo clam deductions oher than the standard deduction
and Wt 10 Feduce pour WtRhalang. mw&mtmmwvwam
enter the resull here
e} Exira wilbshalding | -lor ary abdiona las pou warl wil®hetl each pay perlod Afe) |3
@ Additional income @ Itemized deductions Extra withhalding
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This optional section is for various things that an employee may want fo account for when
considering their withholding. These areas include:

e (a): Other income (not from jobs). Additionalincome that might not be subject to
withholding, like
dividends orretfirement income.

e (b): Deductions. This line is for deductions other than the standard deduction. This
includes all itemized deductions like mortgage interest and charitable conftributions
minus the standard deduction. Remember that, in general, the standard deduction
reduces a taxpayer's adjusted gross income to arrive at taxable income. The greater of
the standard deduction oritemized deductions will help reduce the amount of tax due.
The 2020 standard deduction is $24,800 for married taxpayers filing jointly; $12,400 for
single and married filing separately taxpayers; $18,650 for those filing as head of
household.

e (c): Extra withholding. Any exira withholding that the employee would like to withhold
each pay period

Step 5: Sign the form - EVERYONE MUST COMPLETE

Sign the form and you are done. Keep in mind that if you don’t sign the form, it's invalid. That
means your employer will disregard your new W-4 selections and withholding, and instead
calculate your withholding as “Single.”

Please refer to the following worksheets ONLY if you have multiple jobs or are Married and your

spouse works:
e  Multiple Jobs Worksheet

e The new tax withholding estimator

SINGLEPOINT OUTSOURCING ¥ GIVINGYOU THE FREEDOM TO ACHIEVE
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Please refer to the following worksheets ONLY if you have multiple jobs or are Married and your
spouse works
Further understanding for the new “Worksheets” on Form W-4
Note: This is not fo be taken as tax advice. Since tax rules change over time and can vary for
each person and household, please consult a CPA or tax advisor for specific guidance. Failing
to properly complete the 2020 Form W-4 could result in you owing taxes.

Multiple Jobs Worksheet

If you choose option b in Step 2, you will need to complete the Mulfiple Jobs worksheet.
According fo the IRS, this worksheet is less accurate than the tax estimator, but it provides the
maximum amount of privacy.

Line 1
Line 1 is for anyone who has two jobs or is filing jointly with a spouse who also works.

Using the tables on page four, find the wages or salary for the "Higher Paying Job" in the column
on the left (see below) and cross reference it with the amount of wages or salary from the

“Lower Paying Job” in the columns moving left to right.

Married or Quall Widow|

Higher Paying Job, Lower Paying Job Annual Taxable Wage & Salary
Annual Taxable | §0. |§10,000 -|$20,000 - | $30,000 - | $40,000 - |$50,000 - | 60,000 - [$70.000 - | $80,000 - |$80,000 - [§100.000 [$110,000 -
Wago & Salary | 9,999 | 19.999 | 29.990 | 29.999 | 49.999 | 50999 | €9.999 | 79.999 | #9.999 | 99.999 | 109.999 | 120000
s0| s220| sas0| $900 | $1.000 | $1020 | $1.000 | $1.000 | $1.000 | $1.210 | $1.870 | $1.870

1220 | 1900 | 2900 | 2220 | 2220 | 2220 ( 2200 | 2410 | 3410 | 4070 | 4070
1900 | 2730 )| 29% | 30s0| 3080| 3050| 3240| 4260| s240| s900| s900
2100 25% 3,130 3250 3250 3440 440 5,440 6.440 7,100 7,100
2220 | 30s0| 32s0| 330 | a3s7o| 4s0 | sso| eswo| 7sw| s20| s220
2220 | 3050 | 3250 3s70| as70]| sswo| esro)| 7sr0| ssro| s20| 9220
2220 | 3050 | 3440 | 4570 | 5570 | s | 7570 | sas0| 95 | 10220 | 10220
2220 | 3240 | dad0| 5570 | esr0o| 7570 ssro| esr0 | 10570 | 11.220 | 11,240
3260 | 5090 | 6290 | 7420 | 8420 9420 | 10420 | 11420 | 12420 | 13260 | 13460
4070 | 5900 | 7100 | 8220 | 9320 | 10520 [ 11,720 | 12920 | 14,120 | 14980 | 15180

$0- 956

4440 6470 7870 9190 | 10390 | 11500 | 12,790 | 13990 | 15190 | 16,050 | 16250
4440 | 6470 | 7870 | 9190 | 10390 | 11580 | 12,790 | 13,990 | 15520 | 17170 | 18.170
4,440 6470 7870 9190 | 10,380 | 19580 | 13,120 | 15920 | 17,120 | 18770 | 19770
4440 8470 1870 9190 | 10,720 | 12720 | 14,720 | 18,720 | 18720 | 20370 | 21370
4440 | 6470 | 8200 | 10320 | 12320 | 14320 | 16320 | 18,320 | 20320 | 21970 | 22970
5920 8750 | 10850 | 13070 | 15070 | 17,070 | 19070 | 21,290 | 23580 | 25540 | 26,840
6,470 9600 | 12900 | 14530 | 16,830 | 19.130 | 21430 | 23,730 | 26030 | 27,960 | 29.280
6840 | 10,170 | 12870 | 15500 | 18000 | 20500 | 23000 | 25500 | 28000 | 30,150 | 31650

At the infersection of these two amounts is the figure you will enter online 1.

Note that the screenshot above is the table for taxpayers who are married filing jointly or
qualifying widow(er). There is a separate table for single and married filing separately taxpayers
and yet another separate table for taxpayers filing as head of household. Be sure you're using
the right table.

o W4 por) Pan 3
Step 2(b)—Multiple Jobs Workshest (Meap for your records )

M you choose the cpbicn in Step 2t} on Form W4, complete this werkshos! (which cakculates the total exten tax for &l foba) on only ONE
Form W-4. Whhoking wil ba most accurte # you complete the workshaet and erfer the result on the Foem W-4 for the highest paying job.

Nots: i maore than one job has annual wages of more than $120,000 o there are more than Bire jobs, 3ee Pub, 505 for additional
tables; or, yOU Can use the oniine Withhaiding estimator &t www.irs. gov/WEADp.

1 Two jobs, If you have two jobs or you're married filing jointly and you and your spouse sach have one
job, find e amount fraem the appropriate table on page 4. Using the "Higher Paying Job® row and the
“Lower Paying Job™ column, find the value at the intersection of the two household salares and enter
et T b3 ‘ : e

2  Three joba. If you and/or your spouse have thres jobs at the samae time, compiete ines 2a 2b. and
2e below. Otherwise, skip to ine 3.

a Find the amount from the appropriate table on page 4 using the annual wages from the highest
paying job in the “Higher Paying Job" row and the annual wages for your next highest paying job
In the “Lower Paying Job™ column. Find the value at the of the two salares
and enter that vakse on ine 2a ©F By 8 . s

b Add the annual wages of the two highest paying jobs from Sne 2a together and use the total as the
wages in the “Higher Paying Job® fow and use the annual wages 1or your third [ob in the “Lower
Paying Job™ cokumn to find the amount rom the appropriate table on page 4 and enter this amount

on e 26 S 2 §
© Add the amounts from nes 2a and 2b and enter the result on line ¢ s i2c §
3 Enter the number of pay periods por year for the highest paying job. For exampie, I that job pays
wookly, srier 52; If &f pays every other week, enter 26; f it pays monthly, enter 12, eic 3

4 Divide the annual amount on ire 1 or ine 2¢ Dy the number of pay periods on kne 3. Enter this
amourt here and in Step 4fc) of Form W4 tor the highest payng [ob (along with any other addtional
amount you want withheid) Ia $ I
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Line 2
Line 2 is for someone who has three total jobs on their own or with a spouse.

Line 2a is for the two highest-paying jobs. Again, find the wages or salary for the highest
paying job in the column on the left and the wages or salary for the second-highest
across the top. The figure at the intersection of those two figures will go online 2a.

For line 2b, the wages and salaries for the two highest-paying jobs need to be added
together and found in the column on the left. The wages and salaries for the third job will
be found in the row across the top of the table. The value at the intersection of those two
figures will go online 2b. The sum oflines 2a and 2b goes on line 2c.

Line 3

Lines 3 and 4 apply to everyone who chooses fo fill out the Multiple Jobs worksheet.

Line 3 is the number of pay periods per year for the highest-paying job. For example, if that job
pays weekly, then 52 goes on line 3. If the job pays bi-monthly, then 24 should be entered.

Line 4

Line 4 simply divides the amount on either line 1 or 2c by the number of pay periods on line 3. It's
the amount that's provided in step 4c.

Deductions worksheet

The deductions worksheet is for anyone who plans to itemize deductions. Since the TCJA
increased the standard deduction, way fewer people will itemize their deductions. Many high-
earners will still itemize, however, so proceed accordingly.

For 2020, if you believe youritemized deductions will exceed $12,200 (if you're single or married
filing separate), $24,400 (if you're married filing jointly), or $18,350 (if you're the head of
household), you should consider filling out the deductions worksheet.

Step 4(b)— Deductions Worksheet (Keep for your records.)

1  Enter an estimate of your 2020 itemized deductions (from Schedule A (Form 1040 or 1040-SR)). Such
deductions may include qualifying home mortgage Interest, charitable contributions, state and local
taxes (up to $10,000), and medical expenses in excess of 10% of yourincome . . . . . . . . 18

= $24 800 if you're married filing jointly or qualifying widow(er)

2 Enter: * $18,650 if you're head of household ] ........ 2%
* $12,400 if you're single or married filing separately

3 Ifline 1 is greater than line 2, subtract line 2 from line 1. If line 2 is greater than line 1, enter “-0-" . . 38

4 Enter an estimate of your student loan interest, deductible IRA contributions, and certain other
adjustments (from Schedule 1 (Form 1040 or 1040-SR)). See Pub. 505 for more information . . . 4 %

5 Add lines 3 and 4. Enter the result here and in Step 4(b)of FormW-4 . . . . . . . . . . 5 §

Anyone filling out this worksheet should have their prior-year tax return handy to help get a good
idea of what those deductions might be.
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Please refer to the following worksheets ONLY if you have multiple jobs or are Married and your
spouse works

The new tax withholding estimator

For those that want to use the tax withholding estimator, we recommend checking out the IRS’s
new withholding estimator.

Note: This isnot to be taken as tax advice. Since tax rules change over time and can vary for
each person and household, please consult a CPA or tax advisor for specific guidance. Failing
to properly complete the 2020 Form W-4 could result in you owing taxes.

EIRS

Tax Withholding Estimator

Use your best estimates for the year ahead to determing how to complate Farm
0.4 50 you don't Rave 150 much or oo htle federal incoma tax witheld

. Tancreen e

Shocites  icamedWiseifg  Adumeenn

About You

Setact the informaton that best descrise how you anticpate Mg yeur 3025 tas reum
1 of 5: Filing Status
Wit limg siatn will yos wae boe your tax return?

Singie

Mirtiod fiang ity

Mavied lisng sepacately

el of ookt

Quritymg watsmier

If you're intferested in using the estimator, you should have the following:

e Your most recent pay stub. It should include the amount of federal income tax withheld
so far in the current tax year (2019).

e A completed copy of your most recent tax return. It will help with estimating income and
other items for the current tax year.

It's important for anyone using the estimator to know that it will only be as accurate as the
information enfered. If you throw in a “best guess” for the requested information, the result will
not be as precise.

The withholding estimator will provide an approximation of what someone’s tax liability will be for
their tax return and whether their current withholding is enough to meet that obligation.
Depending on a person’s situation, this information may cause them to make changes to their
W-4,

The IRS recommends that taxpayers with the following profiles check their withholding:
Two-income families.

People with two or more jobs at the same time or who only work for part of the year.
People with children who claim credits like the child tax credit.

People who itemized deductions in the previous tax year.

People with highincomes and more complex tax returns.

[ ]
The new Form W-4 doesn’t have to be confusing. Hopefully, this guide and collection of W-4
resources will help you avoid any surprises at tax tfime.

Lastly, here is a video we found helpful in completing the new 2020 Form W-4.
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Each paycheck can be split during multiple bank accounts. You can allocate a flat dollar or
a percentage of your paycheck.

If you have more than one account to set up, it is best to add the flat amounts first, in priority
order. To allocate the remainder of your check, add this account last and set it to 100%.

Priority order of accounts entered is critical, but the last account is most important. The
system will allocate the remainder of the paycheck to the last account in the list.

To change the priority order of accounts entered, click on Prioritize at the top of the page to
reorganize the priority order. Here's an example of an employee who wants to allocate their
paycheck to five different accounts.

This employee wants to allocate the remainder of their paycheck to a different
account than those previously entered. So, they would enter something

Priority Account Amount Type Comments
1| Savings 1 $200 | Flat
2 | Savings 2 $50 | Flat
3| Checking 1 10% | Percent
4 | Checking 2 15% | Percent
5 | Checking 3 100% | Percent | Remainder

Please see next page easy step-by-step instructions.

SINGLEPOINT OUTSOURCINGQ' GIVING YOU THE FREEDOM TO ACHIEVE
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Split Paychecks

Each paycheck can be split between multiple bank accounts. Add an account using "Add New Bank Account” link.
Order in the table below drives the priority of deductions from the net pay. You can change the order using the "Prioritize” link.

If the sumn of all net pay allocations doesn't equal 100% of the net pay, the remainder will be issued as & live check.

e Add New Bank Account | O,

Select Celumns

Actions  Account Type Account Number Routing Number Account Holder Name Amount

Percent

2. Add your first account and click Save

Add Bank Account

ACCOUNT DETAILS
Account Type
Account Number | @

Routing Number @ @

Account Holder Mame

ALLOCATION DETAILS
Pay Into This Account | Fixed Amount by

Arnount % |

3. Repeat the process for each additional account you want to set up.

4. Click Prioritize if you need to reorganize the Priority Order of your accounts.

o Add Mew Bank Account Tl Prioritize

Actions Account Type

Edit = Remove Savings

Edit Remove Checking

200 50 100

5. When done, click Next.
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wirklio

EMPLOYEE

ONBOARDING -
PHASE 3



W .trldio Onboarding - Phase 3

There are four steps to the Onboarding process for hiring a new employee:
Phase 1- Administration completes required forms

Phase 2 - Administration createsthe new-hire employeefile

Phase 3- The new-hire employee fills their file with information

Phase 4 - Administration verifies the new-hire information

Onboarding-Phase 3

The third phase of the Onboarding process is a multi-step wizard that the new-hire employee will
follow in order to fill their personnel file. This document shows the complete 14-step Employee
Onboarding wizard. Not every step is required. The number of steps depends upon the settings in
the Onboarding Template. Regardless the number of steps, the order is the same.

The new-hire employee will receive the Invitation Email.

The new-hire employee must verify who they are with their Social Security Number.

wirklio

Welcome to the Onboarding Process for Englund Chiropractic Office, Inc.



W _orldio Onboarding - Phase 3

If there is a problem, an email can be sent to Administration. Click "Report Issue" and enter

information that will be sent. If the SSN is correct, the new-hire employee will continue to the
Landing Page.

Welcome to the Onboarding Process for Englund Chiropractic Office, Inc.

START ONBOARDING PROCESS

The Employee Onboarding wizard will take 15to 20 minutes. Identification paperwork and, if

setting up directdeposits, banking information will be necessary. The wizard can be stopped at
any time and resumed later.

Click START ONBOARDING PROCESS.
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Employment Summary (1/14)

Employment Summary Approval

Onboarding - Phase 2

Employment Summary (1/14)

APPROVE AND CONTINUE

The first step of the Employee Onboarding wizard is to confirm the information that was entered

by the Administrator, including General Employment Information, Position Information and

Compensation.

APPROVE AND CONTINUE will move the new-hire employee to the next step.

CANCEL ends the Onboarding process.
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Employment Summary (1/14)

REPORT WRONG DATA gives the new-hire employee a way to communicate an error to
management.

Report Wrong Data

Information Page

& Your report has been sent. We will contact you with more information

An email with the error message will be sentto the Administrator. The Onboarding processis
suspended until the situationisresolved.
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-9 (2/14)
The instructions for Form 1-9 are available for download.

The new-hire employee must check the box to attest that they are aware that Federal law provides
for imprisonment and/or fines for false statements or the use of false documents in connection
with the completion of the form. Then, they must complete the information for the -9 form.

o—=©0

(PDF, ~500KB}

Download Instructions For Form 1-9
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The I-9 form must be signed.

+ If the new-hire employee would like to sign the form by hand, they should click NEXT to
move forward in the Onboarding process. The signature will be added later.

+ If the new-hire employee would like to sign the form electronically, they must mark the "I
Declare" checkbox to make the subsequent signature valid. Click "Create Signature". The
signature can be made with a mouse. Or check Use Keyboard to type a valid signature.

Create Signature

Rovy. Fber,
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[-9 Certification (3/14)

-9 Certification (3/14)

1-9 Certification

A preparer{s} andfcr translator(s) assisted the employee in completing Section 1 - Employee Information And Attestation

The new-hire employee must attest, under penalty of perjury, that they either

+ Did not use a preparer or translator, or
+ Did use a preparer(s) and/or translator(s) to complete Section 1 - Employee Information and
Attestation
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1-9 Certification (3/14)

If a preparer and/or translator was used, they must verify their assistance.

Employee Onboarding

Attest, Under Penalty Of Perjury, That

Did Not Use Pr Or Translator

& }A Preparer(s) And/Or Translator(s) Assisted The Employee In Completing Section 1 - Employee Information And Attestatior

Q rddnew  Q

Actions  First Name Last Name
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[-9 Certification (3/14)

Click "Add New" to create the entry for the preparer and/or translator.

Add Preparer Or Translator Certification

et o |
35 i |
aress |
City Or Town |
i | 7
| 1t Attest, Under Penalty OF Perjury, That
| Declare

10
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I-9 Review (4/14)

-9 Review (4/14)

1-9 Review (4

— <4 Automalic Zoom *

Employment Eligibility Verification USCIS

Department of Homeland Security o\; gf[?;_s:j i
U.S. Citizenship and Immigration Services E:w-e;og 31 ;-019

» START HERE: Read instructions carefully before completing this form. The instructions must be available, either in paper or electronically,
during completion of this form. Employers are liable for errors in the completion of this form.

ANTI-DISCRIMINATION NOTICE: It is illegal to discnminate against work-authonzed individuals. Employers CANNOT specify which
document(s) an employee may present to establish employment authorization and identity. The refusal to hire or continue to employ
an individual because the documentation presented has a future expiration date may also constitute illegal discrimination

Section 1. Employee Information and Attestation (Employees must compiete and sign Section 1 of Form I-9 no later
than the first day of employment, but not before accepting a job offer)

Last Name (Farmily Name)

First Name (Given Name) | Middle Initial Other Last Names Used (if any)
Fike Roy N.

Apt. Number |C|h- or Town State iZIP Code
11743
2|
mployee's Telephone Number

Address (Street Number and Name) |
Turkey Fen Road

Date of Birth (mm/ddAyyyy)

0,39 6

U.S. Social Secunty Number J Employee’s E-mail Address E

This step generates Form 1-9 as a PDF document. It is prefilled with data from earlier in this
Onboarding process.

Some of the document will be filled in during the verification process as part of Onboarding -
Phase 4.

11
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Personal Information

Personal Information

Salutation

ame
Last Name

Middle Name

Other Last Names User (Il Any)
Nickname

Suffix

© G

#+.4209 © Unmask

Pike

(5/14)

Date OFf Birth

Gendear

Cltizenship

Driver's License Number
Driver's License Expiration Date

Driver'

cense Class

Driver's License State

Onboarding - Phase 2

Personal Information (5/14)

NEXT

Thefifth step requires basic personal information, including Name and Gender. Only boxes with a

blue line at the beginning are mandatory. Information is prefilled from the 1-9 steps.

12
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Contact Information (6/14)

ContactInformation (6/14)

Contact Information (6/14

0! ® '0) 0 oO—©0
=y S A

Address | Setup Alternate Address

Apl. Number

City Or Tewn |

State | £y First Name |

Zip Code | Last Narme |
Phone I
Alternate Phone

Personal Phone Email Address
Relationship
Note

Company Phone

Company Cell Phone

Company Email Address

Information is pre-filled from the Form I-9 steps.

The home address must be a physical address for tax calculations. If the address is not recognized
by Symmetry Tax Engine, then it will need to be pinpointed on a map.

13
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Contact Information (6/14)

Residential Address

Entared Address is not valid for payroll, Please use the map below to specify the

location that will be used for payroll.

Address Validation

Residential Address ey Pen Gap Trailhead,

Rd.

z "y

Map Satellite .

Q

FALY

il Rides Q@ w

Tufeypen
Gap
f—
3

Google Map data ©2019 Google  Terms of Use

I Skip Validation. | have examined and verified that my address is correct.

SAVE

Type into the box to adjust the address.

It is possible to skip this address validation; however, it will need to be finalized during
Onboarding - Phase 3.

14



wc:orldio Onboarding - Phase 2

Miscellaneous (7/14)

Miscellaneous (7/14)

Miscellaneous (7/14

P e P P P

© ® O, O ® O, 7]

© Add Education  Q Select Columns

ot

Actions  School Name Start Year End Year Field Of Study Degree Earned MNote

©Q adiskit O Select Columns
I
R

Actions  Mame Nete Level Certified Date Renewal Date

NEXT

New-hire employees can add miscellaneous information for Education and Skills.

Miscellaneous information is voluntary. The page can be skipped.

15



wiairklio Onboarding - Phase 2

Miscellaneous (7/14)

Click "Add Education" to provide educational information.

Add Education

CREATE

Click "Add Skills" to provide information about skills and certifications.

Add Skill

Skill Name @]
skill Comment
Competency Level

Date Cert

Renewal Date

CREATE

16
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EEO Identification (8/14)

EEO Identification (8/14)

Employee Onkx ng / EEO Identification (5/14)
® o 0 ® 'O ® oO—0
A= oS S = =

The following information is optional and is used only for Equal Employment Opportunity reporting purposes. We ask you o
supply it 5o that we can generate government-mandated statistics. Thank you for your help!

VOLUNTARY SELF-IDENTIFICATION OF RACE/ETHNICIT

White
Black Or African American

Asian

Native Hawaiian Or Other Pacific Islander
American Indian Or Alaska Mative

Hicnanis Oel atins

MNEXT

The Equal Employment Opportunity program is voluntary. This page can be skipped.

17
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Tax Withholding (9/14)

Tax Withholding (9/14)

iing / Tax Withholding

=y b A =y =y s -
Use the W-4 worksheet or the online IRS Calculator.
Federal Filing 5tatus I v

Federal Allowances |

Federal Additional Withholding 5 ]

Monresident Certificate

The employee can set the basic levels for their taxation. These values can be adjusted later on the
Employee Overview page.

18
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Form W-4 (10/14)

Onboarding - Phase 2

Form W-4 (10/14)

w-4
& ; D) D) D) G & 'O
= b= e o A e = S
Please check and sign the document below

-+

Automalic Zoom =

Form W-4 (2019)

Future developments. For the latest
information about any future developments
related to Form W-4, such as legislation
enacted after it was published, go to
www.irs.gov/FormW4.

Purpose. Complete Form W-4 so that your
employer can withhold the correct federal
income tax from your pay. Consider
completing a new Form W-4 each year and
when your personal or financial situation
changes.

Exemption from withholding. You may
claim exemption from withholding for 2019
if both of the following apply.

- e ARAD camas bl o At B o madsonrd il all

using this calculator if you have a more
complicated tax situation, such as if you
have a working spouse, more than one job,
or a large amount of nonwage income not
subject to withholding outside of your job.
After your Form W-4 takes effect, you can
also use this calculator to see how the
amount of tax you're having withheld
compares to your projected total tax for
2019. If you use the calculator, you don't
need to complete any of the worksheets for
Form W-4.,

Note that if you have too much tax
withneid, you will receive a refund when you
file your tax return. If you have too little tax
withheid, you will owe tax when you file your
tax return, and you might owe a penalty.

Specific Instructions
Personal Allowances Worksheet

Complete this worksheet on page 3 first to
determine the number of withholding
allowances to claim.

Line C. Head of household please note:
Generally, you may claim head of household
filing status on your tax return only if you're
unmarried and pay more than 50% of the
costs of keeping up a home for yourself and
a qualifying individual. See Pub. 501 for
more information about filing status.

Line E. Child tax credit. When you file your
tax return, you may be eligible to claim a
child tax credit for each of your eligible
children. To qualifv. the child must be under

Your Name |

Sipnatire
Signature

Information that was provided earlier in the Onboarding wizard will automatically prefill the W-4
form.

The W-4 form must be signed.

If the employee would like to sign the form by hand, they should click NEXT to move forward
in the Onboarding process. The signature will be added later.

19
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If the employee would like to sign the form electronically, they must mark the "I Declare"
checkbox to make the subsequent signature valid. Click "Create Signature". If a signature has
already been made, it will be prefilled. Otherwise, the signature can be made with a mouse

or the keyboard.

Create Signature

Koy, Fiber,

Click SAVE.

20
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Net Pay Allocation (11/14)

Net Pay Allocation (11/14)

Onboarding - Phase 2

Net Pay Allocation (11/14)

{23 3% " ¥ {e) Py F {3 ey
© © O, © © © O © © ® ]
Split Paychecks
Each paycheck can be split between multiple bank accounts, Add an account using "Add New Bank Account” link.
Order in the table below drives the priority of deductions from the ret pay. You can change the order using the "Prioritize”
link
If the sum of all net pay allocations doesn't equal 100% of the net pay, the remainder will be issued as a live check.
° Add Mew Bank Account Q. Select Columns
Actions  Account Type Account Number Routing Number Account Holder Mame Amount Percent

Paychecks can be split between different accounts.

BACK

21
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Net Pay Allocation (11/14)

Click "Add Bank Account" to establish the connection for Direct Deposit.

Add Bank Account

Pay Inta This Account | Fived Amount v

CREATE

22
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Document Acknowledgement (13/14)

wiairklio

Document Acknowledgement (13/14)

Multiple documents can be signed at the same time. Each must first be reviewed. Click "Next" to
check and acknowledge each of the documents.

The "l Declare" box should be checked to authenticate the validation of the documents.

Documents Acknowledgment

0 o o o o o o 0 6> ® & o °
() &) O, & O ) &) O, (&) D, {2
i 19 i
MSCC-Contract2019.docx v Tof2 Previous  Next Acceptand Sign

= 4 Automatic Zoom

st review 1 remaining documents before

you can accept and sign.

Declare
Welcome to Englund Chiropractic Office, Inc
This Contract is between Englund Chiropractic Office and Roy M. Pike. It is legal and hinding.
The terms of this Agreement shall begin on 4/1/2019 Declare

This Contract may not be modified in any manrer, unless it is done in writing and signed by both Parties
This document and any attachments hereto constitute the enitre agreement between the Parties. This
Contract shall ke hinding upon the Parties, their successors, hairs and assigns, and shall be enforced under
the laws of the United States of America.

{Employer Signature) {Employee Signature)

(Employer Representative Mame) [Empleyee Name)

Date: 4/1/2019

24
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Signing Documents Summary (14/14)

Signing Documents Summary (14/14)

There is confirmation for all of the documents that have been signed.

1z / Signing Documents Summary [14/74)

® 0 o 0! 0, 0, o) ') 0, ® ® & & )
= = = s = e N o e s e b

Download All - Q

Actions Document Name

Download 1-8 Form

Dowrload W-4 Form

BACK FINISH

Click FINISH to end the Employee Onboarding wizard.

25
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Signing Documents Summary (14/14)

When the Employee Onboarding wizard is complete, the new-hire employee will see the Last Page

wirklio

Onboarding Process for Englund Chiropractic Office, Inc

An automated email is sent to the Administrator or Client to announce that the new-hire
employee has completed their part of the Onboarding process.

An automated email is also sent to the new-hire employee.

Onboarding - Phase 4 is where all of the new-hire employee's information and data must be
verified.

26
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