
How To Complete Your First-Time Setup 
  



 

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

 



 

Checklist Item #1 part 2 



 

Checklist item #1 part 2 - Adding account contact/emergency contact  
 



 

Checklist Item #2 part 1 – payroll withholding information (also known as a W4)  
(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 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. 



 

 



 

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



 

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 



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

 

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



 

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

This is your policy number on 
your insurance card 

 


