Onboarding Experience - Mobile App

Welcome to Olson’s Greenhouse! We are excited to have you join our team. As part of the hiring
process, we need you to set up a profile within our HR system, ADP. This guide will show you how to
set up your profile and fill out the information we need to continue the hiring process on the Mobile
App. Please complete this process as soon as possible, as we will not be able to proceed with your
hire until this process is complete. Please reach out to Human Resources with any questions you

may have.

Getting Set Up

If you have the email from
“noreply@adp.com” but are having
trouble signing in through the “Sign up
now” button while following the
instructions listed in the Onboarding
Employee Guide, you can sign in
through the ADP Mobile App. To do this,
first go to the Apple Store or Google
Play store and find the “ADP Mobile
Solutions” app. It should look the same
in both app stores.

@? ADP Mobile Solutions

STEP 1

Once downloaded, launch the
ADP app and select

“‘New? Get Started” located at the
bottom middle of your screen.

L3P

Good Morning

User ID

User ID

@ Save myuserID

Forgot user ID

Help New? Get started Privacy


mailto:noreply@adp.com

STEP 2

Select “Yes, I'm sure.”

Are you sure?

If you have already setup an ADP Mobile
account on this device, you will lose all of
your stored data for this app, such as
your Fingerprint Login or a saved User ID.

New users should tap Yes, I'm sure.

Yes, I'm sure —

% No, thanks

STEP 3

This screen is asking you if you
have a registration code. Do not
select anything yet. To figure
out if you have a code, go back to
the email sent to you from
“noreply@adp.com.”

Do you have a registration code?

Back to signin.

AY


mailto:noreply@adp.com

STEP 4

Once in the email sent to you from
“noreply@adp.com”, see if you can
locate your registration code. If you
have a code (listed in bold letters), copy
it by holding down on it and selecting
“Copy.” Once copied, follow steps 5-6
and then skip to step 15. If there is not
a code listed in this email, follow steps
7-14 and continue on with the rest of the
training.

STEP 5 - With Code

Once your code is copied,
navigate back to your ADP App
and select “Yes.”

Hi Skippy TestVideo,

Welcome to ADP Workforce Now,
your company's HR and payroll
provider.

Take a few minutes to sign up for
ADP Self-Service so you can
complete your profile and other
onboarding tasks.

Click Sign up now, then enter Your
information. You'll need this
Associate ID.

Associate ID: U9ZK7UDWD

Button not working? Copy this link
and paste it into your browser:

Self Service Registration (adp.com)

Using the Registration code sign-up
option? Here's your code: m3nqevrj

If you have any questions, please
contact your employer.

Do you have a registration code?

o) (-

Back to signin.



mailto:noreply@adp.com

STEP 6

Paste in your registration code by
clicking the “Registration code” box and
then holding down in the box until a little
“Paste” icon pops up. Select “paste” and
then select “Next” with your code in the
box. Now Skip to Step 15

What is your registration code?

4=

How do | get a code?

Freviny m —




STEP 7 - Without Code STEP 8

If you do not have a registration code, Select “USA.”

navigate back to your ADP app and

select “No.” The app will take you <

through a different process to locate

your profile. Where are you based?

-‘ USA ’ ‘Canada

Do you have a registration code? I'm from a different location.

ol

Back to sign in.




STEP 9

Fill out your first name and last name
exactly how they would be listed in our
records as provided by your manager.
Once this is filled out correctly, select
“Next.”

* If you are unsure about how your
name was entered into our system,
reach out to your Manager to see how
they did it. ”

STEP 10

Fill out your birth date by
selecting the little calendar. Once
your birthdate is listed, select
“Next.”

What is your name?

Entar exactly as it is in your company’s records

4

Previous Manxt —

What is your birth date?

[ Jan1,1990

(o) (D o




STEP 11

This screen is asking you for your
Associate ID. Do not select anything
yet. First, navigate to the email sent to

you from “noreply@adp.coni’.

What is your Employee ID or Associate
ID?

Employee or Associate ID

| don't know my ID?

Previous

STEP 12

Once in the email sent to you
from “noreply@adp.com”, locate
your Associate ID which will be
listed in bold letters. Copy it by
holding down on it and selecting
“Copy.”

Hi Skippy TestVideo,

Welcome to ADP Workforce Now,
your company's HR and payroll
provider.

Take a few minutes to sign up for
ADP Self-Service so you can
complete your profile and other
onboarding tasks.

Click Sign up now, then enter Your
information. You'll need this
Associate ID.

Associate ID: U9ZK7UDWD

Button not working? Copy this link
and paste it into your browser:

Self Service Registration (adp.com)

Using the Registration code sign-up
option? Here's your code: m3nqevrj

If you have any questions, please
contact your employer.



mailto:noreply@adp.com
mailto:noreply@adp.com

STEP 13

Once your ID is copied, navigate back to
your ADP App. Paste in your Associate
ID by clicking the box titled “Employee
or Associate ID” and then holding down
in the box until a little “Paste” icon pops
up. Select “Paste” and then select
“‘Next” with your code in the box.

What is your Employes |ID or Associate
ID?

D 4

| don't know my ID?

STEP 14

Review your information. If
anything is incorrect, edit it by
selecting the little pencil icon next
to the information you want to
edit. Once everything is correct,
select “Confirm.”

Please review your information. 1

Name Skippy TestVideo #*
Date of birth 04/10/1990 ¢*
Employee/Associate ID U9ZK7UDWD ¢




STEP 15 - Everyone

Once ADP has located your records in
their systems, it will give you a couple

options of ways to verify it is you. Select

a way to verify.

We found you, Skippy

Select an option to verify your identity.

Send me an email
Secescccccnces 8@gmail.com

Verify me using my mobile number
(== US only)

Close

STEP 16

Retrieve your verification code. If
you chose to have it sent via
email, navigate to your email,
open the email sent, and copy
the code. If you chose to have it
sent via mobile number, wait for
the text or phone call containing
your code. Once you have your
code, navigate back to the ADP
app and put it in the “Verification
Code” box. Then select
“Continue.”

£3D

Enter Verification Code

‘We emailed a code o
R ——— :-j'._;_|:|||_' Learm

This code is valid for 15 minutes.

| |
BTN e

Didn't receive a code? Request a new code




STEP 17

Fill out the following information:

1) Email

2) Phone Number

3) If you are ok with ADP to test

and/or call you.

4) Optional: Backup Information
After the required fields are filled out,
select “Continue.”

~laca

£3D

Help Us Protect Your Account

Primary Contact Information Enter an active email and
mabile number to receive a verification code to confirm
OIS ir|r'-|'||',:_.' or recaver your acoount legin rfarmaticn,

I meeded

W
skippysampsonag@gmail.com
Personal, Mobile W

US= +1 (201 806-2099

It's OK to text and/or call me (via use of an auto-
dialer or atherwise] abouwt my account, |

understand | can opt out a Ny ume iy

s Ono 3

gmailyphang whore WL SR D PO hagl

Backup Contact Information Acd additional —4

BN ¢ 5

STEP 18

Create a “Userld” and
“Password.” Make sure both of
these are easy to remember as
you will use them every time you
login to ADP. Put your password
in a second time confirming it.
ADP will not let you continue if
both passwords do not match.
Once finished, select “Create
your account.”

wIO5E

Let's set up the login Information for your account
with Olson s Greenhouse Gardens Inc

Create Userld * @ —

Create Password ™ —

Password must be 8 to 64 characters
long and contain letters, numbers, and
special characters.

Confirm Password ~ _

v Create your account _




STEP 18 Part 2

If the app isn’t accepting your username
or password, this means it isn’t secure
enough. ADP will give you prompts of
what to add/change to make it more
secure. If you get stuck, reach out to HR
for help.

Lat's sat up the login information for your account

with Olsan & Greenhouse Gardens Inc

eate Userld * €
Create Password ©
{ T LIy ]

Add an uppercase letter, a number, or a

special character
spacial characters

Confirm Password

« Creale your account

STEP 19

You are now registered in ADP!
Select “Ok” to continue.

Congratulations
Your registration is complete.




STEP 19

You will now login using the “User ID”
you just created. Then select “Next.”

* If you see any other screen than this
one, it means something went wrong
with the app. To fix this, uninstall and
then reinstall the app. Then try logging
in again.

Good Afternoon

User ID
User 1D

B Save my user ID

Fargot user ID

Help New? Get started Privacy

STEP 21

Type in your password and select

“Sign In.”

Help

Forgot/Reset password

MNew? Get startad

Privacy




STEP 22

Read through this “Terms and
Conditions” page and then select
“Accept” located at the bottom of the
page. If you can't find the “Accept”
button, continue to scroll down until it
appears.

° Terms and Conditions

OS Manufacturer. To the extent set forth herein, ADP,
and not the OS Manufacturer, is responsible for the
Application and the content thereof. You acknowledge
that the OS Manufacturer has no obligation
whatsoever to furnish any maintenance or support
with respect to the Application.

THIRD PARTY BENEFICIARY. You acknowledge and
agree that the OS Manufacturer and its subsidiaries
are third party beneficiaries to these Terms and that
upon your acceptance of these Terms, the OS
Manufacturer will have the right (and will deemed to
have accepted the right) to enforce these Terms
against you as a third party beneficiary thereof.

CONTACT INFORMATION. Any questions, complaints
or claims with respect to the Site should be directed
to: (i) Adp.ios.feedback@adp.com (for Apple); or (ii)
ADPmobile_feedback@ADP.com (for Android).

By tapping on the 'Accept’ button, | acknowledge the
Terms set out above and wish to enter ADP's Site.

Revised: March 7, 2018

D D -

STEP 23

You are now logged into your
account! To continue, select the
“X” in the top right corner.

Welcome X

9:41 = '

£ 73R LT
Good afternoon, Amelia!

Clock

Clock in to start your next shift

Review Your Pay Statement

ast paid: Friday, June 3!

Time Off Requests
1Overdue, 1 Pending

Recommended

® Pay () Retirement Q Benefits

Status © Show
Last Pay Statement SXXXXXX
7
The Future of Work

With ADP Mobile you can check your balances,
view your latest actions and to-do's, find out
important things to know, and more.




STEP 23

You are now in your ADP app. Your next
step is to complete your onboarding
experience. To begin, select
“‘Onboarding.”

* For a step by step guide in filling out
your onboarding information, continue
on to the “Getting Started” portion of this
document.

* If you get stuck at any point during the
onboarding process, visit the
“Onboarding Experience Common
Pitfalls” document or contact HR.

&) /59 -

Good morning, Skippy

Recommended

&) Pay B wisely Time Off

Status

Onboarding — Active

Things to Know

|
INTUIT =
L}
turbotax
Taxes made easy Get Wisel
ADP has partnered with alternatlvi
TurboTax to offer a fast, secure, Shop and p
and easy import of your W-2. card. Get p4g
and never
fees.
f @

Home To Do More




Getting Started

The example photos in this document showing the Onboarding Process were taken on the website.
Most things should look the same in the app, but keep in mind there may be slight variations between
what is seen in this training, and what is seen on your personal mobile device. If you need help at any
point, visit the “ADP Help - Common Onboarding Pitfalls" document or contact HR. If you do not know
how to contact HR, visit www.progropartners.com/employee or contact your manager who can give
you their phone number.

STEP 1 STEP 2

Begin your onboarding process by Select “Complete Info.”
selecting “Next.”

workforcenow.adp.com

B2

workforcenow.adp.com i)

Onboarding

Onboarding Stop 20f 4
Step1of4 Your Profile
Welcome

D v

Welcome to Olson s )
Hire Date:
Greenhouse Gardens Nov 13th,

Sam Skippy

| S I 2023 ASSOCIATE ID : 3C5VX2CBZ
nc, sam: REPORTS TO : Employee,Emily

Personal Info

png‘()

Message from your manager, Emily

0 Add your mobile number

¥ olsonsgreenhouse1@gmail.com
Welcome to ProGro, and thank you for choosing

to grow with us! We are excited to have you! -

Q
Please take a few minutes to go through these
important steps prior to coming on your first.day. [ Complete Info ] —

If you have any questions, don't hesitate t k.
& + ces



http://www.progropartners.com/employee

STEP 3

Fill out the Legal Name section.
1) Legal First Name
2) Legal Middle Name
3) Legal Last Name
DO NOT SELECT SAVE YET -
SCROLL DOWN TO CONTINUE

STEP 4

Fill out your address.

DO NOT SELECT SAVE YET -
SCROLL DOWN TO CONTINUE

waorkforcenow.adp.com

< Personal Info

Legal Name

Enter the name that appears on your governmaent-
issued identification.

Legal First Name * — 1

Legal Middle Name N 2
Legal Last Mame * — 3

Preferred or Chozen Name @

If wou call yourself by a name that's different from
your legal name, you can check the bax and enter it.
Az you type, the Display My Name As fiald shows
you the name ADP will use to identify you.

| use a name that's different from my
legal name

Payroll Mame @

workforcenow.adp.com th

< Personal Info
Address @

‘ Address Line 1, City, State/Province and
Zip Code/Postal Code are required when
the country is the U.S. or Canada.

LEGAL ADDRESS *
Country

United States v
Address Line 1

Enter a location

Address Line 2

Address Line 3

City




STEP 5

Fill out your phone number and email.
You will then have the opportunity to fill
out your ethnicity, and race if desired
(optional).

DO NOT SELECT SAVE YET -
SCROLL DOWN TO CONTINUE

workforcenow.adp.com M

< Personal Info

Contact @

Phone Number —

‘ Personal Mobile v ‘

5\ ‘ Phone Number ‘

© Add Phone

EMAIL * S

‘ olsonsgreenhousel@gmail.com ‘

Bio(Gender, Race, Ethnicity) A

Demographics

ETHNICITY

‘ Select an Option v H

workforcenow.adp.com

B2

< Personal Info

Bio(Gender, Race, Ethnicity)

Demographics

ETHNICITY

‘/ Select an Option v ‘

RACE g

| v

[B EEO "Workplace
Discrimination is lllegal”
poster

[ Whydo we collect this
information?

©Add Tobacco User
©ADD MEDICARE

©ADD MEDICAID




STEP 6

Fill out your tax information
1) Tax ID Type

2) TaxID

3) Birthdate

4) Gender

5) If you have a disability you would

like to declare, do that here also.
DO NOT SELECT SAVE YET -
SCROLL DOWN TO CONTINUE

workforcenow.adp.com h workforcenow.adp.com h

< Personal Info < Personal Info

Tax ID Type * _ 1 Gender @ — 4

‘ United States Social Security Num... v

| v
TaxID* @ {2
| Disability Status il 5
- . | have read the Voluntary Self-
‘ Applied For ) Identification of Disability form
Re-enter Tax ID * @ — 3 Disability
‘ ‘ Select an Option v

National Identifier * @

USA - Uni R Voluntary Self-ldentification of
- United States Disability--Form CC-305
Birth Date * & Download form (English)
MM/DD/YYYY o |- 3 & Download form (Spanish)
0 0
Gender @ Protected Veteran

Military Status

JN
/J\
’Lﬂ
t




STEP 7

If you qualify, you can fill out your
military status.

workforcenow.adp.com

< Personal Info

Protected Veteran

Military Status —

@) Whatis a Protected Veteran?
3] Why do we collect this

information?

Marital Status

Marital Status

Marital Effective Date

STEP 8

When you have all of your
personal information filled out,
select “Save.” If you get a notice
like the one shown below, it
means you haven't filled out a
required field. Once you fill it out,
you will be able to continue.

workforcenow.adp.com M

< Personal Info

o Fields marked as * are required fields.
BirthDate

Name @

Legal Name

Enter the name that appears on your government-
issued identification.

Legal First Name *

‘ Sam

Legal Middle Name

Legal Last Name *

\ Skippy

Preferred or Chosen Name @

If you call yourself by a name that's different from




STEP 9

Now that your personal information has
been updated, you can continue on to
the next part of the onboarding process
by selecting “Next.”

workforcenow.adp.com th

Onboarding

Step20of4
Your Profile

Your Profile

Complete your personal profile.

Sam Skippy
ASSOCIATE ID : 3C5VX2CBZ
REPORTS TO : Employee,Emily

Personal Info
0 Add your mobile number 1

é + 54 coo

Task 1 - Filling Out

Your I-9 Form

This page shows 4 different tasks
you need to do to continue. To
start, select “Verify Employment
Eligibility.”

DO NOT SELECT NEXT

workforcenow.adp.com th

Step 3of 4
Your Tasks

Your Tasks
Incomplete (4)

Due Nov 13,2023  Optional

Verify Employment Eligibility _

Complete Form I-9 to verify your eligibility to work
in the U.S.

i Set Up Tax Withholding

Complete these forms to set up your tax
withholding




STEP 1

Select “Start” to continue.

workforcenow.adp.com i)

< FormI-9

Form I-9 is used for verifying the identity and
employment authorization of individuals hired for
employment in the United States.

Personal Information
Enter your employee information

Social Security Number
Verify your identity

Work Authorization
Prove eligibility to work in US

Preparer / Translator
Enter details if anyone helped you to
complete Form I-9

®EEO

™
i

STEP 2

Read the given notice and scroll
down.

workforcenow.adp.com i)
< FormI-9
I
Personal Social Work Preparer / Review &
Information Security Authorization Translator Submit
Number

A You are about to start
Section1 of Form |-9

Start Here: Employers must ensure
the form instructions are available to
employees when completing this
form. Employers are liable for failing
to comply with the requirements for
completing this form. See below and
the instructions.
ANTI-DISCRIMINATION NOTICE: All
employees can choose which acceptable
documentation to present for Form |-9.
Employers cannot ask employees for

documentation to verify information in
Section 1, or specify which acceptable




STEP 3

Fill out your personal information. Then

select “Next.”

workforcenow.adp.com

< FormI-9

First Name * ﬁ

Middle Initial

Last Name * —

Other Last Names Used

Address * —

Apt Number

City Or Town * N

(

workforcenow.adp.com

Email _

([

Phone Number —




STEP 4

Fill out your Social Security Number.
Then select “Next.”

workforcenow.adp.com M
< FormI-9
I
Personal Social Work Preparer / Review &
Information Security Authorization Translator Submit
Number
Social Security Number —
999-99-9999 ©J
m
= +

STEP 5

Declare your citizenship status by
selecting the appropriate bubble.
Then select “Next.”

O workforcenow.adp.com (i

¢« Forml-9

Personal Socis Work Praparer

Infermatic Security Authorization

Mumber

| am 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 this form. | attest, under penalty
of perjury, that this information, including my
selection of the box attesting to my citizenship or
immigration status, is true and correct.

") Acitizen of the United States

( ) A noncitizen national of the United States
(See Instructions.)

() Alawful permanent resident (Enter USCIS or
A-Number.)

") Anoncitizen (other than Item Numbers 2.
and 3. above) authorized to work unfillexp.
date, if any)

4 N\




STEP 6

Declare whether or not a translator
helped you fill out this form by selecting
the corresponding bubble. Then select
“Next.”

O workforcenow.adp.com M

< FormI-9

Personal Social Work Preparer / Review &

Information Security Authorization Submit

Translator
Number

Did a preparer / translator help you
complete this form? * @

Yes

O, G

« + @ -

STEP 7

Electronically sign your I-9 form.

1)

2)

Select the box stating you
understand that by
electronically signing the
document, you attest to
the accuracy of the
information you filled out.
Fill out your first name, last
Name, Date of Birth, and
Zip Code.

3) Select “Submit.”
O-= workforcenow.adp.com
< Forml-9

By entering my name below, | understand

and agree that | am electronically signing

this document and that | attest to the

accuracy of all the information provided

above.

First Name * S

Last Name *

|

Date of Birth *

Zip Code * _

[




-9 Complete

You’ve Completed your I-9 form! To
continue to the next step, select the
back arrow.

O-n workforcenow.adp.com

< FormI-9

&

You have submitted Section 1 of your
Form I-9. Your confirmation number is
SKI1454340533

Remember to show your
documentation to your manager or HR
representative so they can verify your
identity and work authorization.

(7' See document list

Task 2 — Set Up Tax
Withholding

Begin completing your next task
by selecting “Set Up Tax
Withholding.”

DO NOT SELECT NEXT

O workforcenow.adp.com M

Step 3of4

Your Tasks

Incomplete (3)

@ Set Up Tax Withholding <

Complete these forms to set up your tax
withholding

&) Select Payment Options

Get fast deposits to the accounts of your choice.

. Add Emergency Contacts

Tell us who to call in case of an emergency




STEP 1 STEP 2

Select the “Start” button to begin setting Read the notice given. If you aren’t

up your federal taxes. familiar with the W-4 form, preview the
form given by selecting “Preview a
blank copy of Form W-4.” Reach out to
your manager or HR with questions.
When ready to begin filling out your
W-4, select “Next.”

O-n workforcenow.adp.com M

Tax Withholding

O workforcenow.adp.com i)

Before You Begin

Federal

W-4
Single or Married filing
separately
Complete this form to make
changes
Beginning with 2020, the Federal Withholding
_ Form W-4 is significantly different from prior

versions. It’s recommended that you download

and review the form, instructions, and
worksheets prior to completing this process.

M Preview a blank copy of Form W-4] _

After you review the instructions, you can fill out
your Form W-4 using this convenient tool.
Complete the form so that your employer can
withhold the correct federal income tax from
your pay. The IRS recommends that you

Utah complete a new Form W-4 when your personal
or financial situation changes.

\AI A
If you need assistance completing your Folll W-

&= + oee 4, consult your tax professional.

Cancel

« + @ -




STEP 3

Check to make sure the given
information is correct. If it is, select
“Next.”

STEP 4

State your citizenship status by
selecting the appropriate bubble.
Then select “Next.”

On workforcenow.adp.com

Is this information correct?

If your name is incorrect, contact your HR
Representative to have it fixed before you
proceed.

Your first name, middle, and last name

Sam Skippy

Your home address

Salem, UT 84653
us

four Social Security number ) Revea
OH-XX-0125

& f you click Reveal, use caution to prevent
your sansitive information from being
viewed by others.

Does your name match the name on your

Social Secunty card? If not, to ensure

jet credit for your earnings, contact th

at 800-772-1213 or go to www.$53.90

Cancel ‘ Previous m
5 ! \ J

- + ) e

R

O workforcenow.adp.com M
4 Download blank
Federal Tax & Dopmioad o

Withholding

Are you a nonresident alien?

You are considered a nonresident alien if you are not
a US citizen and do not meet either the green card
test or the substantial presence test for the calendar
year (January 1- December 31).

I'm a nonresident alien. —

I'm a US citizen or a resident alien.

i Y
[ Cancel Previous m
F 5\




STEP 5

State your filing/marital status by
selecting the appropriate bubble. Then
select “Next.”

O workforcenow.adp.com il
Federal Tax 4+ Download blank
. . - Form W-4

Withholding

What is your filing/marital status?

Single or Married filing separately

Married filing jointly or Qualifying surviving
spouse

Head of household (Check only if you're
unmarried and pay more than half the costs
of keeping up a home for yourself and a
qualifying individual)

.  —

[ Cancel Previous

’ LS "

STEP 6

State whether or not you are tax
exempt by selecting the
appropriate bubble. Then select
“Next.”

O workfarcenow.adp.com i)
3 Download blank
Federal Tax W siekac-hi

Withholding

Are you tax exempt?

Refer to the General Instructions of & Form W-4
Employee’s Withholding Certificate

| claim exemption from withholding for the
current year, and | certify that | meet both
of the conditions for exemption:
+ For last year, | had ne federal income
tax liability
+ For this year, | expect to have no
federal income tax liability.

If you claim exemption, you will have no
income tax withheld from your paycheck
and may owe taxes and penalties when you
file next year's tax return.

I do not claim exemption from withhelding

'3 "\ '
{ Cancel Previous ‘ m
J |




STEP 7

Claim how many dependents you have
in your household. Then select “Next.”

O workforcenow.adp.com h

Multiple Jobs or Spouse Works @

Do only one of the following to calculate your
withholding:
Reserved for future use.

b. Use the Multiple Jobs Worksheet here and enter
the result into Extra Withholding line; or

c. If there are only two jobs, select this
Multiple Jobs checkbox to use the optional
higher withholding table

Claim Dependents @

Complete this section for only one job in the
household if (1) you have multiple jobs and (2)
your income will be $200,000 or less
($400,000 or less if married filing jointly).

Your withholding will be most accurate if you
complete this for the highest paying job

Number of qualifying ‘
children under age 17

Number of other ‘
dependents

Total dependent amount @ ‘ H

(e ) () (D

&

STEP 8

Fill out this page if you want any
other adjustments made. When
finished, select “Next.”

O workforcenow.adp.com th
3 Download blank
Fe.deral T?x &, Dopnload b
Withholding
Other Adjustments

Complete this section for only one job in the
household.

Your withholding will be most accurate if you
complete Other Income and Deductions for
the highest paying job.

Other Income @

If you want tax withheld
from other income you
expect this year that won’t
have withholding, enter
the amount of the other
income here. This may
include interest, dividends,
and retirement income.
You should not include
income from any jobs.

Deductions @

If you expect to claim ‘
deductions other than the
standard deduction and
want to reduce your
withholding, use the

e _|_ 54 eoe




STEP 9 STEP 10

Select the box declaring you have filled Select “OK” to close the notice
out this certificate honestly. Then select box.
“Done.”
O-n workforcenow.adp.com M
O workforcenow.adp.com M

WUy, e e

This may include interest, dividends, and retiremd

Other

Adjt (b) D i If you expect to claim deductions ot
want to reduce your withholding, use the Deducti
theresulthere . . . . . . . . . . .

(c) Extra withholding. Enter any additional tax you

Step 5: Under penalties of perjury, | declare that this certificate, to the bes|

Sign

Here

Employee’s signature (This form is not valid unless you

Employers | Employer's name and address
Only

Important!

For Privacy Act and Paperwork Reduction Act Notice, see page 3.

Your federal withholding will be used for
federal tax calculation purposes only. You

Under penalties of perjury, | declare must complete your state withholding
that | have examined this certificate
and, to the best of my knowledge and

belief, it is true, correct, and complete. n _

| agree under penalty of perjury to the
declaration above and understand that
this form is not valid until | have
provided my electronic signature b
acknowledging and clicking Don
Date: Dec 012023

[ Cancel ] [ Previous ] m

&Print Completed Form

¢« + @ -




STEP 11

Begin filling out your state withholding

by selecting the “Edit” icon on your
state. Note: This process may vary

slightly from state to state. The system
will guide you through the process for

your specific state. If you need help,
reach out to your manager or to HR.

STEP 12

Read the notice given and then
select “Next.”

o= workforcenow.adp.com

< Tax Withholding

Federal
W-4

Single or Married filing
separately

%

Utah

(o) o

& VIEW SAVED TAX FORMS

= +

O workforcenow.adp.com

Before You Begin

Utah doesn’t have a state tax form, so you can
use one Form W-4 for both Federal and State tax
withholdings. However, if you want to change
your withholding at the state level, then
complete this Form W-4.

The Multiple Jobs, Dependents, Other Income,
and Deductions entries from the Federal form
will be used on this State form. If you need to
change that information, update the Federal
Form W-4.

You can complete your Form W-4 using this
convenient tool. However, some questions may
require the use of supplemental worksheets and
instructions. Therefore, it may be useful for you
to & download a blank copy of the W-4 for
reference.

If you need assistance completing your Follll W-
4, consult your tax professional.

‘4 3\
\ . V)




STEP 13

Check to make sure the given
information is correct. If it is, select
“Next.”

On workforcenow.adp.com

3 Download blank
Utah Tax ) = Form W-4
Withholding

Is this information correct?

If your name is incorrect, contact your HR
Representative to have it fixed before you

proceed.

Your first name, middle, and last name
Sam Skippy

.Ij"l Ir nome adargss

Salem, UT 84653
us

Your Social Security number Reveal

HOOK-XK-0125

A fyou click Reveal, use caution to prevent
your sensitive information from being
viewed by others.

Cancel ‘ | Previous m

STEP 14

Claim whether or not you are tax
exempt by selecting the
appropriate bubble. Then select
“Next.”

O workforcenow.adp.com i)

3 Download blank
Ut.ah Tax ' &, Downoad o
Withholding

Are you tax exempt?

Refer to the General Instructions of & Form W-4
Employee’s Withholding Certificate

| claim exemption from withholding for the
current year, and | certify that | meet both
of the conditions for exemption:
¢ Forlast year, | had no federal income
tax liability
o For this year, | expect to have no
federal income tax liability.

® | do not claim exemption from withholding

[ Cancel ] [ Previous ] m




STEP 15

If you want any more tax withheld each
pay period, put that here. When
finished, select “Next.”

O workforcenow.adp.com th
3 Download blank
Utah Tax 4, Popnoador

Withholding

Extra Withholding @

Enter any additional tax
you want withheld each
pay period.

Multiple Jobs / Credits / Adjustments

The amounts in these fields are from your
Federal Form W-4. They do not affect your
state withholdings and are informational only.
To make changes to these amounts, review
your Federal Form W-4.

Multiple Jobs

Total dependent amount
Other Income

Deductions

[ Cancel ] [ Previous ]m

STEP 16

Select the box declaring you
have filled out this certificate
honestly. Then select “Done.”

O-n workforcenow.adp.com M

o e R T R g T
Other This may include interest, dividends, and retiremg
Adjustments (b) Deductions. If you expect to claim deductions ot
want to reduce your withholding, use the Deductit
the result here

(c) Extra withholding. Enter any additional tax you

Step 5: Under penalties of perjury, | declare that this certificate, to the besj
Sign
Here

Employee’s signature (This form is not valid unless you

Employers | Employer's name and address
Only

For Privacy Act and Paperwork Reduction Act Notice, see page 3.

Under penalties of perjury, | declare
that | have examined this certificate
and, to the best of my knowledge and
belief, it is true, correct, and complete.

| agree under penalty of perjury to the
declaration above and understand that
this form is not valid until | have
provided my electronic signature by
acknowledging and clicking Don

Date: Dec 012023

[ Cancel ] [ Previous ] m

&Print Completed Form

= + @ -




Tax Withholding

Complete

You are finished filling out your Tax
Withholdings. To continue to the next
step, select the back arrow in the top left
of the screen.

O workforcenow.adp.com M

< TaxWithholding

I Federal

W-4

Single or Married filing
separately

%

Utah
W-4

Single or Married filing
separately

& VIEW SAVED TAX FORMS

- -+ 54

Task 3 — Select
Payment Options

Begin completing your next task
by selecting “Select Payment
Options.” Setting this up will
make it so your paychecks
deposit directly into your bank
account.

DO NOT SELECT NEXT

O-n workforcenow.adp.com

Ex

Onboarding

Step 3of 4
Your Tasks

Your Tasks

Incomplete (2)

&) Select Payment Options —

Get fast deposits to the accounts of your choice.

. Add Emergency Contacts

Tell us who to call in case of an emergency

Completed (2)




STEP 1

Scroll down until you see the “Bank
Account Direct Deposit” section. Select
“Add bank account.”

STEP 2

Enter your bank's routing number
in both boxes.

O-n workforcenow.adp.com M

Payment Options

How do you want to be paid? You can split
your pay between any combination of
accounts.

» . P \ + A tatle
Reveal account details

Bank Account Direct Deposit

Account# None

Deposit amount  0.0%

+ Add bank account

, any pay that exceeds

With your current setti
your direct deposit de ions will be sent to you
as a paper check. To a this, ensure one of
your accounts is set to "deposit everything here"
or "deposit the remainder of my pay".

O-= workforcenow.adp.com
< Payment Options
Add an Account @
|
Routing Account Account Type Review
Number Number

First, enter your routing number.

EXAMPLE

13122105278 5

Routing Number is required * —

[

Confirm Routing Number *

[

%X Cancel

¢ +




STEP 3

Enter your account number in both
boxes.

O= workforcenow.adp.com

< Payment Options

Mext, anter your account number.

EXAMPLE

71 L

Account Numberis required * —

|

Confirm Account Number *

i

L

£ Back

X Cancel

STEP 4

1) Select whether this is a
checking or savings
account.

2) Select how much of your
check you want sent to
this account.

3) Select “Next.”

B2

O workforcenow.adp.com

< Payment Options

Routing Account Account Type Revi
Number Number 1

Account Type *

| CK1 - CHECKING v H

Would you like to deposit a specified
amount per pay period into this account, or
the balance of your pay?

() Deposit a specified amount.

Deposit a percentage of my pay. %

o Deposit everything here. @

2

< Back Next &

%X Cancel

e + 54 eoe




STEP 5

Double check to make sure your bank
account information is correct. If it is
incorrect you will not be able to receive
your paycheck. Once you are sure the
information is correct, select all of the
boxes and then select “Add.”

O workforcenow.adp.com h

< Payment Options

CK1- CHECKING

Last step! Check your account information
and agree to the terms and conditions.

Routing Number

324079555

Account Number

143222

Amount Per Pay Check
Everything

number.

| agree to the terms and conditions for
Direct Deposit

| consent to receive all pay statements
issued to me by my employer online,
and agree to the Electronic Pay
Statement terms and conditions

< Back
%X Cancel m —
“— + e

STEP 6

For security reasons you now
need to verify your identity. Select
a way to verify your account by
selecting the corresponding
arrow (you may be able to do this
through email or text.) If you
choose to verify through text, wait
for a text to be sent to you and
then follow the steps they
provide. If you choose to verify
through email, navigate to and
open the email, and follow the
steps provided. Once you’ve
verified your account, return to
this page in ADP.

I've double checked my account —

O workforcenow.adp.com M

Security Verification

Select an option to verify your identity and

continue.

&z
Send me an email
OF FRFH KKK *% 1@gmai|.com

NONE OF THESE OPTIONS WORK FO
ME

X CANCEL




STEP 7

Your identity has been verified! Select
“CONTINUE.”

O workforcenow.adp.com

G

You’re Good to Go

We verified your credentials, then saved
your updates. Click Continue to resume
your work.

Approved

CONTINUE —

Payment Option

Complete!

You can now see the bank
account(s) where your checks will
be deposited. To add another
account, start over at step one of
this section. To continue to the
next step, select the back arrow
in the top left corner of your
screen.

O workforcenow.adp.com M
< Payment Options

w do you want to be paid? You can split
ur pay between any combination of
accounts.
Reveal account details

] Pay statement settings

Bank Account Direct Deposit Ty

®)

Account #  XXXXXX3222

Deposit amount  Everything
¢ Edit

Bank Account Direct Deposit

®)

Account# None

Deposit amount  0.0%




Task 4 — Add Emergency

Contacts

Begin completing your next task by
selecting “Add Emergency Contacts.”
This is the person who will be contacted
in case you are in an emergency
situation.

STEP 1

Fill out your emergency contact’s
name, their relationship to you,
their phone number, and then
select “Save.”

O workforcenow.adp.com M

Step 3of 4
Your Tasks

C— v

Your Tasks

Incomplete (1)

%, Add Emergency Contacts —
Tell us who to call in case of an emergency
Completed (3)

Optional

Verify Employment Eligibility

Complete Form I-9 to verify your eligibility to work

in the U.S.

é + 54 coe

O=n workforcenow.adp.com

¢ Emergency Contacts

Full Name

Full Name* —

Skippy Skipperton

Relationship —

S - Spouse -

Primary Contact

Contact

* At least one phone number is required.

Phone Numbar * —

Personal Mobile W

© Add Phone




Emergency Contacts
Completed

Review your emergency contact. You
can add another contact if you would
like by selecting “Add contact.”

To continue to the next step, select the

back arrow in the top left of the screen.

O workforcenow.adp.com

< Emergency Contacts

Emergency Contacts

Skippy Skipperton
(Spouse)

© Add contact

Final Step

You’re almost done! To finish the
onboarding experience, select
“‘Next” in the bottom right of your
screen.

O-r workforcenow.adp.com i)

Step 3of4
Your Tasks

G v

Completed (4)

Optional

Verify Employment Eligibility

Complete Form 1-9 to verify your eligibility to work
in the U.S.

i Set Up Tax Withholding

Complete these forms to set up your tax
withholding

&) Select Payment Options
Get fast deposits to the accounts of your choi

é _|_ 54 eoe




Finished!

You have finished your onboarding
experience! Select “Sign out” and wait to
hear back from your hiring manager.
Once your hire has been finalized, you
will be able to log back into ADP to see
your information. Your manager will let
you know when this is complete.

O workforcenow.adp.com i)

Step4of4
Summary

Summary

You completed all your
tasks

Thanks for getting that done!

Download ADP's free mobile app onto any de\lhen

< +




