Completing an Onboarding Checklist

Last Modified on 08/10/2022 5:52 pm EDT

These instructions guide you in completing an Onboarding(New Hire) Checklist on systems upgraded to
the latest Wurk release. An Onboarding Checklist contains the information and forms you need to
complete for HR as a new hire, such as your |9 form, direct deposit information (if applicable), and tax
withholding information. The checklist makes it easy for you to complete each item and see your progress.
If you need to see your status, you can easily check using the mobile app.

Warning: Although you can complete your Onboarding Checklist from the mobile app, we do not
recommend this method when you are filling out forms since they are large and do not read easily on a
smaller device.

You can easily find your Onboarding Checklist in yourMy To Dos inbox. .to This is a quick way to
see everything needing your attention. From anywhere in Wurk, click the bell icon in the upper right
corner of the window. From there, you can work with checklist items and see more details.

See Also: Checking Your Inbox on Mobile

What's In Your Onboarding Checklist?

Items in your Onboarding Checklist vary depending on your company setup, and may include the items
below.

* For items in bold, see the detailed instructions below the chart.
Checklist Item Definition

Company This is typically a message from HR welcoming you to the company. Mark as
Welcome Complete to acknowledge.

If your company has a welcome video, it will be linked here. Once you have watched
it, Mark as Complete to acknowledge.

Welcome Video


http://helpemployees.knowledgeowl.com/help/check-your-inbox-on-mobile

Checklist Item

Your Information

Enroll in Direct
Deposit

Required
Employment
Forms

My Federal/State
Tax Withholding

Forml-9
Employment
Authorization

Company Policies
and Procedures

Handbook

Definition

This section is where you provide your personal information, contacts, dependents,
beneficiaries, and emergency contact. Most companies require an emergency contact.

Your bank deposit information so your paycheck goes directly into your bank account.
If allowed, you may be able to deposit percentages into several accounts (such as
checking and savings) or even request a paper (live) check.

This section is where you complete government forms required for your company.

How much federal and state tax to withhold from your paycheck, such as a W2 or W4.

Form I-9 is used to verify your identity and employment authorization and is required
for all employees in the United States.

This section is where you complete tasks for new hires specific to your company.

A link to your company handbook (if any). Review the document and Mark as

AcknowledgementComplete to acknowledge.

Employment
Notices

FMLA Employee
Guide

This section is where you complete employment notices specific to your company.

A link to a special employment notice about the Family Medical Leave Act (typically
required for companies of 50 employees or more). Review the document and Mark as
Complete to acknowledge.



Checklist Item Definition

Benefit This section is where you complete enroll in benefits if they are offered by your
Enrollment company.

Your designated beneficiaries (this is where you link any contacts you have designated

My Benefit as dependents to your benefit plans, such as including a spouse on a medical plan).

Dependents These are typically a partner or spouse, children, and other family members in your
household.

Benefit If your company provides benefits like medical and dental through Wurk, you will sign

Enrollment yourself and your dependents up for these here.

For each checklist item, remember to Mark as Complete throughout the process to show your progress.
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1. From anywhere in Wurk, click the bell f icon in the upper right corner. This opens an inbox of items
needing your attention. From there, you can work with the items and see more details. Your inbox has two
tabs, Items and Checklists. If you have Checklists assigned to you, these contain Items, so the easiest way
to work with these is from the Checklists tab.
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If you are using the mobile app, yourTo Dos are in your Inbox. Depending on how your company sets up
notifications., you may also see an email alerting you about To Do items, which has a link you can click to
see your To Dos.
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2. Click the Checklists tab and scroll to your Onboarding Checklist (typically the only item on this tab for
new hires).

3. From the Onboarding Checklist, use the wizard to complete each item. The items in this list are
determined by your administrator. You may see some that do not apply to you or that are optional. This is
where you submit Tax Withholding forms, such as a 1099,W2 or a

W4 form, and employment verification paperwork, such as the 19 form. You may also see forms not shown
in the examples here for your employer or state, such asa W9 or CA 2810.5.

4. Be sure to mark each as Complete once you have provided everything required for that section.
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5. When you are first hired, HR typically assigns you onboarding forms using this checklist, such as your
19, entering your direct deposit information (if applicable), and submitting your tax withholding
information.
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6. Complete each of the items on the checklist and Mark as Complete (so they have green checkmarks, as
shown above).

Completing Your Direct Deposit

7. To add anew direct deposit, click the My Direct Deposit tab on the left. Then click Start Your Direct
Deposit on the right.


https://help.enjoywurk.com/Content/Resources/Images/CheckingYourToDos/Checking%20Your%20To%20Dos_3.png

wiirk MY HR o

& Onboarding

Dnboarding

L, Wmcompimte [ Zoutold |

e 2 - I
Swaned On O7N1R/2NE

Chck haara 40 miank
s o g ot o,

@ Weicome 1o ow Companyt I you e et complese, you will receive a peper check
F ¥OU ENTES BOCOUM IMCAmation INCOMectly, there may e 4 delsy in recexing funds

[Start Your Direct Depos

& Weicome Video

How to Ged Paid (2)
Do Date BTN 00 S (Drearcun) Watting On Katie Watern
My Tax Withisolding Form =
New Hire Checklist [2) T comples
My B Form

Handiiook Acknowiedpement
Benefit Enrollment (2) % complea
My Benefit Deperders

Berefn Eneciimam

8. Click +Add to enter your bank information for your direct deposit.
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9. On the Add New Direct Deposit screen, enter your direct deposit information.
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10. Once you have edited or added a direct deposit, click SAVE. The setting will be listed with your Direct
Deposits and in effect for the dates you specify.

Once you return to the Onboarding Checklist, be sure to Mark as Complete.

Completing Your Tax Withholding Forms

11. From the main Onboarding Checklist screen, advance to the My Tax Withholding Forms tab and click
View Your Withholding Forms on the right.
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The example above shows where you can also navigate back to these forms from the main menu after
you've completed them. This example shows forms available for a company whose employees work in
Colorado and Indiana. The list that appears for you will be different; you may only see a state form for the
state you are in. The Federal form is required for all employers.

13. Once you choose from the list of available withholding forms you can add, this launches a blank copy
of the form. The form has fields you can fill out and SUBMIT online to HR.

14. Fill out the fields and click SUBMIT WITHHOLDING FORM (example shown below).

The IRS form W-4 has been updated for 2020. For more information, seeUpdated W4 Forms for 2020.


https://help.enjoywurk.com/Content/Resources/Images/CompletingOnboardingChecklist/Completing%20an%20Onboarding%20Checklist_9.png
https://help.enjoywurk.com/Content/Resources/Images/CompletingOnboardingChecklist/Completing%20an%20Onboarding%20Checklist_10.png
http://helpemployees.knowledgeowl.com/help/understanding-the-2020-w4-form

X W U rk Once you complate ﬁ

the form, click here

4 Federal: W-4 SAVE DOWNLOAD POF SUBMIT WITHHOLDING FORM

Employes: & Beth Bowman (DED) (123) SLatus: Hew
Farm W4 Complete all required fields. Those you can -~
fill ot an in blue. Your entrigs are
validated when vou submit the form,
w_4 Employee’s Withholding Certificate OB Ho, BT
Ferm B Complabe Fom W4 g0 that your smployer can withiodd the corect federal incomss tax from your pay. =
" E—— = Giwe: Form W-4 1o your employer. Jz/lﬁlzo'
Intarad Pl S * Your withholding is subject io review by The IRE.
Step 1: Tl Frn name and micds sa Licst nwman docl security nusiar
i Barh Bowman '|'|'| 111138
Agdress * Doen name maich e
Personal 900 Colorad name oA youw social secursy
Information : - —-ﬂ! H L, 5 armuse pou gt
e G, A - K B I'B-”?17|;r-wln
Demves o0~ B0XEs s
jeh | Single or Married fling separately
[ nersnd fiimg juintty for ity et
[ hma o houmsshvoled Snasch oty I VU6 1B UPNTETSN SN DS TONS CAN Rl (e COES 01 KESTIN LS & N A [oUrset and B gualiang mdseol |

Complate Steps 2-4 ONLY if they apply to you; othersiss, akip 1o Step 5. Ses page 2 for mona information on @ach 81ep, wha can
claim axemplion from withholding, whan o use the onling estimator, and privacy,

Step 2 Compiata this step if you (1) hold mor than ono job at a tima, or (2) are mamied fling jointly and your spouss
Multiple Jobs alsn works. The correct amount of withholding depends on income sarmed from all of these jobs.

or Spouse Do only one of the following.

Works {a) Use the estimator at www.irs. gov/W4App fer most accurate withhalding lor this step (and Steps 3-4); or

) Utse the MuBiple Jobs Worksheet on page 3 and enter the resull in Step 4c) below for roughly accurate withholding; or
fe) M there are only two joibs iotal, you may check this box. Dnu}aanmmme—dwmmmmmm
is Becurate for jobs with similar pay; otherwise, more Lax than necessary may be wilhheld . LN

TIP: To be accurate, submit a 2020 Form W-4 for all other jobs. if you (or your spouse) have self-employmant
inGame, INclLdEng as an independent CoNracton, use 1he astimalor,

Mamakete Wane A an Fasm Wod far anhe OMNE A thaes inha | ascs thass alana Bank foe tha ot wha Wos sathholons will

15. Awindow will pop up for you to enter your password. This will serve as your signature on the form.
16. Click the | AGREE button to complete the submission.
17. Once you return to the Onboarding Checklist, be sure to Mark as Complete

You cannot edit submitted forms. To make a change, you must add a new one.

Completing Your 19 Form

18. From the main Onboarding Checklist screen, advance to the My |9 Form tab and click View Your |9
Form on the right.
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Once you return to the Onboarding Checklist screen, be sure to Mark as Complete.

Completing Your Dependents/Emergency Contacts

20. Whether your company provides benefits through Wurk, HR may use this area to make sure they
have the right dependents and/or emergency contacts for you. From the Onboarding Checklist, click My
Benefit Dependents and then click My Contacts on the right
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Benefit Enrollment

21. From the Contacts screen, set an effective date and click ADD to enter your emergency contact
and/or dependents, such as a spouse, partner, children, and other family members in your household. You
can add more than one. Remember to click SAVE periodically to save your work.
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22. Click SAVE to validate and complete the entry, and theSUBMIT to finalize it.

Once you return to the Onboarding Checklist, be sure to Mark as Complete

My 19 Form

A required government form for all legal employees.

Completing Your Benefit Enrollment

If you see additional Onboarding checklists on this tab, such as those specific to new hires in your state,
you should also complete those as part of this process.
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