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Please see the top left corner for the “My checklist” section.
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Click on “my checklist” in the top left corner



Checklist

UKG @man

Weicome to UKG Ready Checklist checklist My HR > Checklists

o8 Validation of Information

‘ Mark as Complete '

(D Hide Completed

v Group #1 ‘ ’
O Validation of Information @C ] t

1) PARAKLATOS, INC

Show more v Welcome to UKG Ready. our new HR/Payroll Timekeeping platform. We've brought over your information from our previous systems, but as with any change, this is a great opportunity to confirm accuracy and update information. This checklist will

05/15/2025 help you with that process.

x ] As you navigate through each section. you wil find instructions isted on the left hand side to guide you through the process. If you have questions during this process

From time to time. the Department of Labor requests employers run reports on number of emplayees in a variety of categories (such as gender, ethnicity, etc.) To ensure our records are accurate please reviewlupdate your personal information. and
ey voluntary self- dentification below.

( Mark as complete

/ Please be sure 10 sign all of the forms again as this wil ensure we have a digtal copy in our new system

1f you have any questions, please reach out to the HR Team
Review/Update Your information

> Withholdings
> Direct Deposit

> Credential
Information/Upload

Checklist Introduction please make sure you are clicking on “mark complete” on the top
right of the screenshots.

Checklist

UIKG =sman

Welcome ta UKG Ready Checklist checklist My HR > HR Actions

C— /6

D Hide

Employee Information Update

: Use this to review and update your information
v Group #1 Here's what you need to do on this page:
1. Review and enter missing information.
2 Tap "Confinue” fo mave lo the next section
@ validation of Information 3. Tap the "Submit” button
(O Review/Update Your information 05/13/2025
Please review your personal information and
provide updates on any flelds that have changed = (
o are blank.
Due Date 05/15/2025
Waiting O o Personal Infermation
Workflow St New
Nates Name
-— L] [
» Withholdings
» Direct Deposit
» Credential
Information/Upload
—_— L] ®
Country* Street*
United States - J




Checklist

Welcome to UKG Ready Checklist checklist

~ Group #1

@ validation of Information

(O Review/Update Your information

Please review your personal information and

provide updates on any fields that have changed

or are blank

Due Date 05/15/2025
WetngOn G
Waorkflow Status  New

Notes

» Withholdings

Direct Deposit

Credential
Information/Upload

VIKG w=seman

MyHR > HR Actions

Employee Information Update

L
Here's what you need to do on this page:
1. Review and enter missing information.

2. Tap "Continue” to move to the next section
3 Tap the "Submit” bution

Effective From*

05/13/2025

Use this to review and update your information

(" Bak )
B )

Veluntary Self-ldentification

Actual Marital Status

Single

Ethnicity

White (not Hispanic or Latino)
Veteran
Are You A Protected Veteran

No, [ Am Not a Protected Veteran

Disability

1 Do Not Wish to Answer

Checklist Item #1 part 2

Gender

Male

] ( Save @



Add Account Contact

Primary Contact Contact type

[ emergency [[] Dependent [ Beneficiary

Salutation First Name*
o
Middle Last Name *
c
Suffix Relationship *
Other A
Code Waork Phone
United States (+1) v QO primary
Code Home Phone
United States (+1) v QO Primary
Code Cell Phone
United States (+1) v @® Primary
MNational ID

Primary National ID

Social Security Number v @

Email Account ID

Checklist item #1 part 2 - Adding account contact/emergency contact
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Welcome to UKG Ready Checklist checklist MyPay > Tax Information
o —2/6 .
Tax Information
(D Hide completed
Jump to
1l
~ Group #1 General General
Federal Yes Prorate Yes
@ validation of Information State
Apply Annual Compensation Limit Far 401k T ves State Reciprocity Override Enforce Recipracity
Subject Wages
@ Review/Update Your information
~ Withholdings
2 Federal
Federal Income Tax
() Review Tax Withholdings
. . ‘ hold Ve Form W4 2020 And Late e
Review tax withholdings for = " e -
sccuracy. If any changes are
A A Single Or Married Filing Separately Two Jobs No
Show mare v Claim Dependent $000  Deduction $0.00
DueDate 0514/2025 Other Income $0.00 # Of Allowances o
waiting On N
Notes . Additional Withholding $168.15
g Mark as Complete Yy Federal Unemployment Tax
L J ‘\
ER Withhold Yes
*t My Form Withholding
Social Security
» Direct Deposit Yes Yes
» Credential Additional Medicare
Information/Upload
L hold

Checklist Item #2 part 1 — payroll withholding information (also known
(note- there is no “confirm” or “save” button on this page, so you have to hit the “mark as
complete” button on the left ribbon)

Checklist

Welcome to UKG Ready Checklist checklist

My HR > Forms

New Withholding Form

Government Farms > Withholding

T — 36

(I Hide Completed
2025 Forms for my location search aQ
v Group #1
Location Name Code Status
Federal Employee’s Withholding Certificate w4
@ validation of Information mployees Wihielding terficate =
Minnesota Minnesota Employee Withholding Allowance Exemption Certificata W-AMN m

& Review/Update Your information

~ Withholdings

@ Review Tax Withholdings

(O My Form Withholding

After reviewing your
withholding status in the
previous step, if changes are
needed, select the link to create
a new Federal form. Complete
the form and select Submit. If a
State form is also needed, select
the link for create a new State
form. Complete the form and
select Submit. Once completed
select Mark as Complete to
move on to the next step.

If no changes are needed from
the previous step, do not
complete new forms. Select
Mark as Complete to move on

Checklist item #3 part 1 — see instructions on left ribbon. Again, there is no “submit”
button. Must use the “Mark as complete” button on left ribbon.



My HR > Forms > Government Forms > Withholding

W-4 (Federal Employee's Withholding Certificate)

Status: New

My HR > Forms > Government Forms > Withholding
Minnesota: W-4MN

Status: New

~ Instructions

Department of the Treasury Internal Revenue
Service
Form W-4

OMB No. 1545-0074
2025

Detailed instructions (PDF)

Complete Form W-4 so that your emplayer can withhold the correct
federal income tax from yaur pay. Give Form W-4 to your employer.
Your withholding is subject to review by the IRS.

Required fields are marked with an asterisk (*).

v Step 1. Enter Personal Information

(A) First name * Middle Initial Last Name *

Does your name match the name on your social security ¢

WWW.553.g0%

1y d? If nat, to ensure you get credit for your earnings, contact SSA at 800-772-1213

Street*

Zip* City*

55407 Minneapolis A
State*

Minnesota A

Download PDF l Submit )( Save .

»

m‘ DEPARTMENT

OF REVENUE H” |
2025 W-4MN, Minnesota Withholding Allowance/Exemption Certificate * - > -
Employees

Complete Form W-4MN so your employer can withhald the correet Minnesota income tax from your pay. Consider completing a new Form W-4MN each
vear and when your personal or financial situation changes. If no Form W-aMN is in effect, the number of withholding allowances claimed will be zero.

a1

First Nama and Initial Last Name Social Security Number

Permanent Address Merital Status (Check ane):
Single; Mrried, but legally separated; of
Spouse is a nonresident alien

Tity Suate 2P Code O maniea
MN  ~ () Manried, but withhold at higher Single rate
Complete Section 1 OR Section 2, then sign the bottom and give the form to your employ
[[] Section 1 — Determining Minnesota Allowances
AEnter "1" if noone else can claim youasa dependent .......... ..o A
B Enter “1" if any of the following 8PPIV: ... ... iiiii B

* Youare single and have only one job
 You are married, have only ane job, and your spouse does not work
= Your wages from a second job or your spouse's wages are $1500 or less
C Enter “1” if you are married. Or choose to enter “0” if you are married and have either a working .
spouse o more than one job. (Entering "0” may help you avoid having too little tax withheid.). € | r

D Enter the number of dependents (cther than your spouse or yourself) *
you will claim on YoUr taX FEEUMML L.\t ru s e ver et ian e . D
E Enter “1” if you will use the filing status Head of Household (see instructions). . . . . ... E L]
F Add steps Athrough E. If you plan to itemize deductions on your 2024 Minnesota income tax
return, you may also complete the Itemized Deductions and Additional Income Worksheet F L]
1 Minnesota Allowances. Enter Step F from Section 1 above or Step 10 of the ltemized Deductions Workshest. . ......... e
2 Additional Minnesota withholding you want deducted for each pay period (56€ inStructions) . .. ...............o...... 26 L @
[ Section2 —E ion From Mi i
Complete Section 2 if you claim to be exempt from Mit income tax (see Section 2 for If applicable,

check one box below to indicate why you believe you are exempt:
) A I meet the requirements and claim exempt from both federal and Minnesata income tax withholding
{0 B Even though | did not claim exempt from federal withholding, | claim exempt from Minnesota withholding, because:
+ | had no Minnesota income tax liability last year
* | received a refund of all Minnesota income tax withheld
« | expect to have no Minnesota income tax liability this year
O € Allof these apply:
* My spouse s a military service member assigned to a military location in Minnesota v
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Welcome to UKG Ready Checklist checklist

— WY

(B Hide Completed

v Group #1

@ validation of Information

@ Review/Update Your information

v Withholdings

@ Review Tox Withholdings
@ My Form Withholding

v Direct Deposit
(O Direct Deposit

Review your direct deposit

nformation in this step

My HR > HR Actions

Update My Direct Deposit

Use this to add your direct deposit

Here's what you need to do on this page

Tap "+ Add" in the middle of the page

Skip Name

Skip Description

Pick the date you want the direct deposit change 1o start, it has to be the day after you cancelled the current direct deposit
Skip Active To (leave at Dec 31, 2099)

Deposit Type needs to be "Direct Deposit”™

Choose Bank Account Type

Choose Calculation Method

If you want your whole paycheck deposited into one bank account, choose “Entire/Remainder”

For all other calculation methods, you must enter more than 1 bank account and choose "Entire/Remainder” for the last bank account entered
9 Type your bank account number twice and your routing number

10. Tap the "Save" bution

ENONAON -

[[8] Use this to change your direct deposit

Here's what you need to do on this page

1. Tap the pencil icon next to the direct deposit you want to cancel
2 In"Active To", pick the date you want the direct deposit to end

3 Tap the "Save” Button

Then follow the steps above to add your new direct deposit account

Effective From*

05/14/2025

Direct Deposit Information

Direct Deposits

() No Direct Deposits Defined

Checklist Item #4 part 1 — Please add your direct deposit information.

+ Add



Add New Direct Deposit

Name

Active From *

05/14/2025

Deposit Type

Direct Deposit

Calculation Method *

Entire/Remainder

Account #%

ABA # / Bank Routing #*#

Description
Active To*

12/31/2099

Bank Account Type*

Checking v

Reenter Account #*

(o) D

Checklist Item #4 — part 2 — enter your new Direct Deposit information — Please make sure

this is correct as this is how you will get paid
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Welcame to UKG Ready Checklist checklist My R > HR Actions

- "
0 Update My Credentials
Here's what you need to do on this page:
1. Enter your credential information that applies ta your position
* Driver's license
* Auto Insurance Information
» Select add for each individual item and add all information pertaining to each specific document (including expiration date)
+ Upload an image of the document (front and back if applicable)
2. Tap the "Submit" button

THectvE From B (s ) m

05/14/2025

(I Hide Completed

~ Group #1

@ validation of Information

& Review/Update Your information

My Credentials
~ Withholdings

Credentials
Acivech wia ) ace
@ Review Tax Withholdings
“ Document # External ID Issued Expires. Schedulable Actions

~ Driver License (1)

L ] 111092023 020092026 Na

& My Form Withholding

~ Direct Deposit

@ Direct Deposit

~ Credential
Infoermation/Upload

(O Enter/Upload Credential information

In this step enter required

information credentia

Upload Documents

Checklist Item #5 part 1 — updating driver’s license information

Add New Credential X

Credential Type

Driver License v

[ Active

Document #*

Issued Expires *
Class State *

Restrictions

Cancel

Checklist Item #5 part 2 — adding new driver license information



Add New Credential

Credential Type

Auto Insurance v
O Active This is your policy number on
[Document#s || yourinsurance card
(O]
Issued* Expires*

Issuer/Policy Holder* Agent Contact Number *

Agent Contact Email *

Cancel

Checklist Item #5 part 3 — Please add your auto insurance



