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Registration Email 

Once your employer sends  

you the registration email,  

you will be invited to fill  

out your new hire  

paperwork online. 

 

*Please note that the link  

expires in 30 days. 



Registration 

Email address, Customer ID, and Registration  

Key will automatically be filled in. 

 

You will need to enter your Social Security  

Number to confirm your identity. From there  

just enter your cell phone number, a password,  

and set up 3 security questions. 

 

*Please note that there are specific password  

requirements that must be met in order to  

complete registration 

(Employee Email Address) 



Onboarding 

After logging in you will  

be guided through the  

new hire process  

automatically. 

 

Not only does this allow  

you to have full control  

over entering your  

personal information, it  

also saves paper. All new  

hire information is  

digitally stored in the  

system. 



Personal Info 

You are required to  

fill out all necessary  

data , which is  

highlighted in red,  

before moving on to  

the next screen. 

 

This ensures no  

important  

information is  

overlooked during  

the onboarding  

process. 



Contact Info 

Your address will be  

printed on all checks  

and W2’s/1099’s. 

If at any time you  

need to go back and  

confirm entries or  

make adjustments,  

you may do so with  

the “Previous”  

button. 

(Employee Email Address) 



Tax Info 

Enter any exemptions, as  

well as any additional or  

fixed withholding  

amounts on the Tax Info  

page. 

 

Starting in 2020 there is  

a new Federal  

withholding form W-4.  

To enter your tax  

information based on this  

new W-4, select “Update  

W-4 Entry Screen”. 



Federal W-4 

After clicking “Update  

W-4 Entry Screen”, a  

pop-up window will  

appear. 

 

This W-4 guide explains  

the new withholding  

system, and walks you  

through calculating your  

own exemptions. 



Additional Info 

All additional Info is  

optional, but some  

employers may  

encourage you to fill  

out this information. 



Electronic Signature Agreement and Notice 

Carefully read the  

Electronic Signature  

Agreement and  

Notice, and then  

select “Finish”. 

 

This allows you to  

digitally sign any  

forms and send them  

to your employer  

directly through the  

Portal. 



Main Screen: Needs Attention 

After you are finished  

with the onboarding  

process, you will be  

directed to the  

“Needs Attention”  

page. 

 

This section shows  

forms or  

Acknowledgements  

pending review or an  

electronic signature. 



Home Page 

After completing any  

remaining forms that  

needed attention, you  

will have full access to  

the Home screen, My  

Info, Pay History, and My  

Apps. 



My Profile  

My Profile allows you to view and  

edit your personal information. If a  

field is greyed out, that means  

your employer has authorized you  

to view this information but not  

make any changes. 

 

You are welcome to explore the  

four tabs available to you:  

Employment Info, Contact Info, Tax  

Info, and Additional info. 



Direct Deposit 

If your employer has authorized  

you to change your direct  

deposit information, you will be  

able to add or remove accounts  

through this menu. 

 

After making any changes  

here, you need to submit a  

new direct deposit form  

through Forms &  

Documents in order for the  

account to become active. 



Deductions 

You may view and edit  

your standard deductions  

under the deduction  

menu, as authorized by  

your employer. This is  

where you will find any  

insurance deductions,  

401K deductions, and  

more. 



The Forms & Documents  

menu allows you to view  

your past forms, as well  

as submit new forms via  

All Forms. 

 

If there is an old form  

that you would like to  

upload to your digital  

file, you may use the  

Select and Upload  

feature at the bottom of  

the screen. 

Forms & 
Documents 



To submit a new form,  

simply click on the  

PDF button on the  

right hand side. Any  

of the default  

withholding forms  

or CPS forms (such  

as direct deposit)  

will automatically  

pull information  

from your file and  

complete the form  

for you. 

Forms & 
Documents 



Employee Portal Menu Options 

My Info allows you to  

view and edit  

employee/tax info, if  

your employer has  

authorized you to make  

changes. 
The Pay History  

tab allows you to  

regenerate any  

previous check  

stubs or annual  

tax forms. 

My Apps provides a  

shortcut to NetClockIn,  

if your employer has  

signed up for this  

service. *There will be a  

Human Resources menu  

available via My Apps in  

the future. 



Thank you! 
Please contact your employer with any questions or concerns. 


