Employee Registration & Onboarding Guide

How to start your registration process:

Go to: www.questco.net

CLIENT PORTAL CONTACT CUSTOMER CARE 800.256.7823 SEARCH Q

HR WHY ABOUT LEARN CONTACT
G QU ESTCO SERVICES

QUESTCO SALES

Feedback

You work
hard for your

business. We 4
Mﬂianf_l‘!#

Click on CLIENT PORTAL

E / CLIENT PORTAL CONTACT CUSTOMER CARE B800.256.7823 SEARCH Q
c\ HR WHY ABOUT LEARN  CONTACT
b | QU ESTCO SERVICES  QUESTCO

SALES

Click on EMPLOYEE LOGIN

Please login to manage your account:

0 N
o) Q o) q
AT @@
EMPLOYEE LOGIN > CLIENT LOGIN >

CUENT RESOURCE CENTER »

EMPLOYEE LOGIN — 9



http://www.questco.net/

Click on Register

CQQUESTCO

R o S,

Username
Password
Show
Log In Register S o
Forgot Username? Forgot Password? )

English ~ ’\\

Enter Last Name, SSN, Personal Email Address, and create username and password

New User Registration

* Last Name
Employees last name ]
Y'--Px t match exactly
what's in our systern

Social Security Number (SSN v

* |dentifier

* Personal Email

* Username

Show

* Confirm Password

Show




“No person with these credentials found” Please see instructions below if you get this

message:

New User Registration

* Last Name

TEST

“No person with these credentials found” - If you get this message

after you hit the Register button, then follow the below guidelines.

1) Checkthat yourlastnameis spelled correctly (hyphensand
spaces do matter).

2) Checkthat yourSocial Security number has been entered
correctly.

3) Ifthe aboveitems have been checked andyou are still getting
the same error message, then please call our Care Teamand a

member of the Care Team will be able to assistyou.

Care Team
(888) 595-8968
7:00 AM - 7:00 PM CT
careteam@questco.net
Se habla espanol

No person with these credentials found

m Return To Login




Login

2QUESTCO

Username r Not case sensitive

Testtesting

Case sensitive. Use the Show button to the right to \

Password ncover what you're typing in for your password

visanenane S Show

S

Forgot Username? Forgot Password?

English ~

You will now be redirected to your employee portal to begin your New Hire Onboarding.
Please ensure that you read everything thoroughly. Click on the “Get Started” tab as shown
below to start your Onboarding process.

C2QUESTCO et wecomees (@)

0/ 12 forms completed

ONBOARDING / \ T
Welcome, TEST!

Initial Visit |
Electronic Consent Welcome to Questco Companies and DEMO CLIENT! Days remaining to
9 0 complete [-9 and
- o . DEMO CLIENT partners with DEMO COMPANY (for ease "Questco Companies") to Employee Information
mployee Information . ) . ) R
provide our employees with top quality HR, Payroll, Benefits, and Risk
Questco's Role as a P... ) B e e
Management Services. 7 4
Arbitration Agreement complete Onboarding
Cell phone Policy Test We are pleased to have you on our team and invite your assistance in achieving

our mission. Our continued success depends on our employees' commitment to
excellence.

Employee Handbook
Veteran Status

Race/Ethnicity Click "Get Started" to begin your onboarding process. As you navigate the

Tax following pages, you will quickly and easily complete a number of required forms.

Direct Deposit
Please submit the I-9 and Employee Information no later than 06/18/2021. All

Onboarding Summar
arEing ey other forms must be submitted by 06/25/2021.

Submit

We are excited to work with you!




Electronic Consent

DEMO CLIENT

(RQUESTCO B

ONBOARDING Electronic Consent
Initial Visit

19

Emplayee Information
Questos Roleasaf.
Arbitration Agreement
Cell phone Policy Test
Emplayee Handoaok
Veteran Status
Race/Ethnicity

Tax

Direct Deposit
Onboarding Summary

Submit

O  Electronic Consent

Please use the scroll bar to
read everything from
beginning to end.

Download

Consent to Proceed Electronically

Please read the following statement and provide your consent to proceed electronically.

Before Questco Companies can accept your electronic signature for personnel documents and agreements related to your employment or prospective employment; you should be aware of the
following information and must affirmatively agree to the following:

If you proceed, you are agreeing to complete this process electronically.

Your responses to all questions throughout the electronic process will be recorded and made part of your electronically signed documents and employment record.

You have the option to complete this process using the traditional paper and signature process. You must contact Questco Companies 888/111-2222, if you wish to sign your documents and
agreements in ink. Please note, if you elect to utilize the traditional paper and signature process, it will slow the speed at which we can complete certain steps in the employment or

prospective employment process because we will need first to send the required notices or disclosures to you in paper format, and then wait until we receive back from you your
acknowledgment of your receipt of such paper notices of disclosures.

You must keep this login infermation confidential.

You acknowledge it is a violation of Questco Companies' policy to execute a document with an electronic signature of someone other than yourself, which could result in discipline or non- -

If you understand, accept and agree to the policies, terms and conditions set out above, then type your name and press "Accept”. Then press "Continue” to proceed to the next form. By typing your
name below, you understand your typed name will be recorded as your electronic signature and will be relied upon by DEMO COMPANY to the same extent as if you had signed this consent in ink.

If you do not understand or accept or agree to the policies, terms and conditions set out above, then press "Decline” and you will exit this process.

Name
Please type in your first

TEST EMPLOYEE name and last name.

Accepted on 06-18-2021

Form I-9

DEMO CLIENT
QRQUESTCO e
ONBOARDING -9

Initial Visic

Electronic Consent

Employee Information

Questco's Role as a P.
Arbitration Agreement
Cell phone Policy Test
Employee Handoook
Vereran Status
Race/Ethnicicy

Tax

Direct Deposit
Onboarding Summary

Submit

Form I-9 Instructions Overview

The purpose of Form -9 is to document verification of the identity and employment authorization of each new employee (both citizen and noncitizen) hired after November 6, 1986, to work in the United
States.

You, the employee, must complete each field in Sectien 1. Newly hired employees must complete and sign Section 1 no later than the first day of employment. Section 1 should never be completed
before you have accepted a job offer.

To view detailed instructions for Form 19 click here h
Anti-Discrimination Notice

Itis illegal to discriminate against work-authorized individuals. Employers CANNOT specify which document(s) an employee may present to establish employment authorization and identity. The refusal
to hire or continue to employ an individual because the documentation presented has a future expiration date may also constitute illegal discrimination.

Next >

—




Enter “N/A” if none as shown below. All fields must be completed to be able to proceed. I-9
instructions can be found in the top right-hand corner as shown below.

Onboarding: 9

QQUESTCO Tt
ONBOARDING -9
Initial Visic

@  FElectronic Consent
Employee Information e View Instructions
Employee Information

Quesico's Role s aP...

*Last Name (Family Name) *First Name (Given Name - Enter "Unknown” if none)
Arbitration Agreement
Cell phene Pelicy Test TEST EMPLOYEE
Emplayee Handoook
. . *Middle Initial (Enter "N/A" if none) *Other Last Names Used - if any (Enter "N/A" if none)
eteran Status
Race/Ethnicity N/A ’ WA
Tax
Direcs Depesit *Address (Street Number and Name) *Apt. Number (Enter "N/A" if none)
Onioarding Summary
123 NOWHERE ST. N/A
Submic
*City or Town *State *Zip Code
WHOVILLE > v 77338
*Date of Birth U.S. Social Security Number
08/18/1971 & S
*Employee's Email Address (Enter "N/A" if none) *Employee's Telephone Number (Enter "N/A" if none)

TestHire@noaccount.com N/A z

_

CQIQUESTCO —_ ..
ONBOARDING I _9
Initial Visit

@  Electronic Consent

Attestation of Citizenship or Immigration Status Vew Instructions

Emplayee Information

wcosRoleasa P . . . .
Quesica's Role as 2 | am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in connection with the completion of this form.
Arbitration Agreement

Cell phane Policy Test | attest, under penalty of perjury, that | am (select one of the following):
Employes Handoook © 1. Acitizen of the United States

Veteran Stats 1 2. Anoncitizen national of the United States (See Instructions)
Race/Ethnicity " 3. Alawful permanent resident

Tax 4. An alien authorized to work until (expiration date, if applicable)
Direct Deposit
Onboarding Summary

ot Signature of Employee

By checking this box, | attest that | am electronically signing Form 1-9 Section 1.

TEST HIRE
Today's Date 06/18/2021




(RQUESTCO

ONBOARDING
Initial Visit

@  Electronic Consent

Veteran Status
Race/Ethnicity
Tax

Direct Deposit

Employee Handbook

Employee Information

Questco’s Role asa P...
Arbitration Agreement

Cell phone Policy Test

Onboarding Summary

Onboarding: -9
——

1 /12 forms completed

1-9

Preparer and/or Translator Certification (check one):

© | did not use a preparer or translator.
A preparer(s) and or translator(s) assisted the employee in completing Section 1.

Y

@  Etectronic Consent

Employee Information
Questco's Role 353 P...
Arbitration Agreement
Cell phone Policy Test
Employee Handoook
Veteran Status
Race/Ethnicity

Tax

Direct Deposit
Onboarding Summary
Submit

Submit
DEMO CLIENT
Onboarding: 9
QQUESTCO TR o tormpessd
ONBOARDING |_9
Initial Visit

Review

Download
Review your completed Form 1-9 Section 1 and then click Submit. /

Employment Eligibility Verification USCIS
Department of Homeland Security Form 19

USS. Citizenship and Immig oo

ion Services
e e e—

» START HERE:

in paper
ANTLDISCRIMINATION NOTICE: & i g 1o Sscriminste sgainst incovisuais.
employee may presert 1o establish employment uhorzation and dently. The refusal 10 fre of CoNtue 1o MDY an INdvidusl because the
Gocumentstion presented has 3 e expraion date mey 850 constide Begal Gsciminaton
Middie intisl | Other Last Names Used (if any)
N/A N/A
Aadress (Steet Number and Name) [Agt Number | City o Town S | 2P Code
123 NOWHERE ST. NA WHOVILLE TX | 77338
Date of Bt (mmiodyyyy) | US. Socs Security Number | Empioyee's E-mail Address Employee's Telephone Number
08/18/1971 586 - 33 - 4455 |NA N/A
1am aware that federal law provides andlor fines for use of false documents in

‘connection with the completion of this form.
Iattest, under penalty of perjury, that | am (check one of the following boxes):

1. Aciizen of the Unted Sistes
2 A nonciizen natonal of the Unied States (See nsuctons)

ﬁ




Employee Information

(RQUESTCO

ONBOARDING
Initial Visic
@  Electronic Consent

(-

Questco’s Role as a Po..

Arbitration Agreement

Onbearding: Emplayee Information
——

2/ 12 forms completed

Employee Information

Personal Information

0] Employee Information

BLocked fields must be edited on I-9 Section 1.

Click Here To Edit I-9 Section 1

Cell phore Policy Test *First Name *Last Name
Employee Handbook TEST n HIRE n
Veteran Status
Race/Ethnicity Middle Name Nickname
Tax
5 X TESTING TESTER
rect Deposit
Onboarding Summary
*Birthdate *Gender Marital Status
Submit
08/18/1971 & Female v Single v
*Social Security Number *Confirm: Social Security Number
oA 8 show ererame & show
Home Phone Cell Phone
(123) 456-7899 (000) 154-1234
Personal Email
TESTING@MNOACCOUNT.COM
Next > h
DEMO CLIENT
Qauestco g
ONBOAROING Employee Information
Initial Visic

@  Electronic Consent

@

Questco's Role asaP...
Arbitration Agreement
Cell phone Policy Test
Emplayes Handzook
Veteran Status
Race/Ethnicity

Tax

Direct Deposit
Onbaarding Summary

Submit

Resident Address

Enter your street and ZIP Code. We will find your full address.
*Address Line 1

123 NOWHERE ST.

Address Line 2

*ZIP Code

77338

—

@ Here are the addresses we found for you.

123 W Main St /

o Humble. TX 77338-4398
Harris

View more address results.




DEMO CLIENT

Onboarding: Employee Information

(RQUESTCO

2/ 12 forms completed

ONBOARDING

Employee Information
Initial Visit
®  Electronic Consent

@ 90

O Employee Information

Questco's Roleasa P

Mailing Address

Arbitration Agreement
Cell phone Palicy Test
Employee Handoook Next > _
Weteran Status

Race/Ethnicity

Tax

Direct Deposit

Onboarding Summary

Mailing Address is the same as Resident Address.

Submit
DEMO CLIENT
©nboarding: Employee Information
el A2l 2L
GQUESTCO 2/12 forms completed
ONBOARDING

Employee Information

Initial Visit

@  Eiectronic Consent

S o Emergency Contacts

I

Guesico's Role asa ..
You have no Emergency Contacts. Click Add to enter one.

Arbitration Agreement
Cell phone Policy Test
Employee Handoook
Weteran Status
Race/Ethnicity

Tax

Direct Deposit
Crboarding Summary

Submit

— Submit And Continue




Questco’s Role as a Professional Employer Organization

Onboarding: Questco's Role as a Professional Employer Organization

QQUESTCO T
TETTNE Questco's Role as a Professional Employer Organization
Initial Visic

@  Flecrronic Cansent
@ 19

@  Employee Information DEMO CLIENT has hired one of the Questco Companies (for ease, "Questco”) as its professional employer organization, giving you access to benefits and resources beyond those available to

DEMO CLIENT on its own. The following entities are members of Questco: Emergent IV, LLC, Emergent XIII, LLC, Emergent XIV, LLC, Alt-Source XI, LLC, Transport Tax Consulting, Inc.
Artitration Agreement Questco administers your payroll, any applicable insurance deductions, unemployment benefits (where applicable) and taxes. Questco assumes responsibility for paying your wages and paying
Cell phone Policy Test and collecting payroll taxes.

Employee Handbook
DEMO CLIENT alone is responsible to direct your work as needed to run its business, produce goods or services, discharge fiduciary duties and comply with licensing, regulatory or statutory

Veteran Status
requirements, as well as requesting payment of commissions, bonuses and fringe benefits such as paid time off. Questco has no control over those matters.

Race/Ethnicity
Tax NOTICE TO EMPLOYEES IN TEXAS: Questco is a professional employer organization licensed by the State of Texas. Any infractions of rules may be reported to the Texas Department of Licensing
Direct Deposic and Regulation at:

RIS P.0. Box 12157 Austin, TX 78711

submt (800) 803-9202
Upon separation, every employee must, within 24 hours, contact Questco at (800-256-7823) to discuss reassignment eligibility. If you must leave a voicemail, please leave your name, telephone
number, and the name of the worksite employer from which you have separated. A representative from Questco will return your call. You will then be issued a code as proof that you reported for

potential reassignment. Failure to report upon separation may result in denial of unemployment benefits to which you may otherwise be entitled, per Texas Labor Code Section 207.045.

Questco is also licensed and/or registered as a PEO in additional states as is required by law. Please contact Questco at (800-256-7823) if you have any questions regarding the specific separation
requirements of states other than Texas.

*Employee Acknowledgement

I have read the above explanation of Questca's role as a Professional Employer Organization

EnT ¢

Other additional forms and or policies — this will vary by client

Onboarding: Cell phone Policy Test

G QU ESTCO 5712 forms completed
ctEoMpRIC Cell phone Policy Test
Initial Visit

Any specific documents or forms that your employer would like for you to acknowledge
and sign, will be uploaded here. Please note, this Cell phone Policy was entered as an
example and not what you will be subject to sign off on during your Onboarding

©  Electronic Consent
9 19
@ Employee Information

© QuesicosRoleasaP..

@  Abitration Agreement

O cel e Policy Test

Employee Handoook

Veteran Status

Race/Ethnicity
Tax
Direct Deposit
Onboarding Summary

Our business is committed to the safety of its employees and
Submit those around them. We promote safe work environments and

practices through our cell phone policy.

« Employees whose job responsibilities « Except for break periods, employees
include regular or occasional driving (in will take no incoming nor make any
company OR personal vehicles) and who outgoing calls during work hours.

*Signature

O By clicking here | agree with this policy

_




Employee Handbook

(RQUESTCO

ONBOARDING

Initial Visit
@  Electronic Consent
9 19
< Employee Information
(] Questco's Role as a P...
& Arbitration Agreement

@  Cellphone Policy Test

Veteran Status
Race/Ethnicity

Tax

Direct Deposit
Onboarding Summary

Submit

Onbeoarding: Employea Handbook

O Employes Handboak

&/ 12 forms completed

Employee Handbook

Welcome to the company and congratulations on being selected as a member of our team of employees!

Click on "Employee Handbook" to
view and download your employee
handbook.

Employee Handbook —

*E-Signature

By clicking here, | hereby acknowledge review and receipt of the employee handbook.

—

Veteran Status — Voluntary Self-Identification

DEMO CLIENT

Qouesico S

ONBOARDING Vete r-a n StatUS
Initial Visic

@  FElectronic Consent

@ 13

] Employee Information
(] Questco’s Roleasa P...
@  Arbitration Agreement
@ cellphone Policy Test

@ Employes Handoook

Race/Ethnicity

Tax

Direct Deposit
Onboarding Summary

Submit

O Veteran Status

Veteran Status - Voluntary Self-ldentification

Submission of this information is voluntary and refusal to provide it will not subject you to any adverse treatment.

*Weteran Status

I am NOT a veteran v

st e [P




Race/Ethnicity — Voluntary Self-Identification

QOU ESTCO Onboarding: Race/Ethnicity

8/ 12 farms completed

ONBOARDING Race/Ethnicity

Return Visit
@  Elecronic Consent

& Race/Ethnicity - Voluntary Self-Identification

@  Employee Information
DEMO CLIENT is subject to certain nondiscrimination and affirmative action recordkeeping and reporting requirements which require us to invite employees to voluntarily self-identify their

) GremmeTma race/ethnicity. Submission of this information is voluntary and refusal to provide it will not subject you to any adverse treatment.

@  Astitration Agreement
@  Cell phone Policy Test The information obtained will be kept confidential and may only be used in accordance with the provisions of applicable federal laws, executive orders, and regulations, including those which require the
©  Employee Handoook information to be summarized and reported to the Federal Government for civil rights enforcement purposes.

@  veteran Status

Anti-Discrimination Notice

Tax If you choose not to self-identify your race/ethnicity at this time, the federal government requires DEMO CLIENT to determine this information by visual survey and/or other available information.
Direct Deposit

Onboarding Summary

*Race/Ethnicity
Submit
Native Hawaiian or Other Pacific Islander v
Submit And Continue #
Tax Form

*Please note that Questco is legally not at liberty to give out any tax advice on how to
complete your W-4. Please visit irs.gov for more information or consult with your Tax
Accountant. This section will vary per employee and may slightly differ for some based off
information previously entered.

DEMO CLIENT

Onboarding: Tax

CRQUESTCO

& /12 forms completed

ONBOARDING T ax

Return Visit

Electronic Consent

-9

Employee Information

Questco's Role a5 a ... Employee Withholding Resource Center

Arbitration Agreement The assistant can guide you to the correct forms. You can also choose which forms you
would like to fill out if you're certain

Cell phone Policy Test

Employee Handbook

Veteran Status Start = I

OO0 0QO0

Race/Ethnicity

Direct Deposit
Onboarding Summary

Submit



http://www.irs.gov/

DEMO CLIENT

Onboarding: Tax

CRQUESTCO

S /12 forms completad

ONBOARDING T ax

Return Visit
&  Electronic Consent
® 9
(] Employee Information
® Questco's Role as aP.. We have determined the sections below apply to your situation
@  Arbitration Agreement
® cel phone Policy Test [ Federal ]
(] Employee Handbook

@ veteran Status 4= Back _

®  Race/Ethnicity

Tax

Direct Deposit
Onbearding Summary

Submit

DEMO CLIENT

Onboarding: Tax

GQUESTCO 9/ 12 forms completed
ONBOARDING Tax
Return Visit

Q Electronic Consent
[ K
Q Employee Information

Federal — Survey
O Questco's Role as a P...

@  Arbitration Agreement () Eree gty Select one

©  cell phone Policy Test (O Foreign Earned Income Exclusion - | expect to qualify for the foreign earned income exclusion under either the bona fide

@ Employee Handbook »> residence or physical presence test for calendar year or other tax year

Q Veteran Status O Nonresident Alien - | am exempt from withholding on compensation for independent (or eligible dependent) perzonal services

Q Race/Ethnicity of a Nonresident Alien Individual, see instructions for Form 8233

Direct Deposit @ | want to continue in English

Onbearding Summary <
Back |G _

Submit




CLIENT

Onboarding: Tax

CRQUESTCO

9 /12 forms completad

ONBOARDING T ax

Return Visit

Electronic Consent

-9

Employee Information

Federal — Summary
Questco's Role as a P...

Arbitration Agreement @ Check my progress Based on faﬂswers you provided, we have determined the following
Federal withholding form(s) may apply to you.

Cell phone Policy Test

s et e e T —_—

Veteran Status FEDERAL W-4  Employee's Withholding Not
Race/Ethnicity Gertificate completed

000000000

I

<€ Back
Direct Deposit

Onboarding Summary

Submit
DEMO CLIENT
Onboarding: Tax
GQUESTCO 9/ 12 forms completed
ONBOARDING Tax
Return Visit

Q Electronic Consent

@ 19

(] Employee Information
® Questco'sRoleasaP Federal = Employee's Withholding Certificate = W-4

Q Arbitration Agreement

@  cell phone Policy Test

@ Form and Instructions
@ Employee Handbook

@  veteran Status @ Check my progress Are you a nonresident alien?

@  Race/Ethnicity QO Yes

E—— o

Direct Deposit

Onboarding summary Selecting Yes will result in selecting a marital status of Single or Married filing separately regardless of actual marital status. See
Notice 1392 for more details.

BN Notice: Nonresident aliens may be exempt from wage withholding on part or all of their compensation for dependent personal

services under an income tax treaty. If you are claiming a tax treaty withholding exemption, do not complete Form W-4. Instead,

complete Form 8233, Exemption from Withholding on Compensation for Independent (and Certain Dependent) Personal Services

of a Nonresident Alien Individual, and give it to each withholding agent fram whom amounts will be received

< Back m_




C2QUESTCO

Onboarding: Tax

9 /12 forms completed

ONBOARDING

Return Visit
0 Electronic Consent
@ 19
[+] Employee Information
0 Questco's Roleas a P...
@  Arbitration Agreement
@ cal phone Policy Test
@ Employee Handbook
o Veteran Status

@  Race/Ethnicity

Direct Deposit

Onboarding Summary

Tax

Federal = Employee's Withholding Certificate = W-4

@ Form and Instructions

@ Check my progress

Select one

® | am NOT exempt from 2021 withholding and want to complete this form

Exemption

O Tax cident Al
_ Nonresident Alien > O 1 am exempt from 2021 withholding

> To be exempt, you must meet the following requirements:
= For 2020, you had no federal income tax liability; AND

Submit « For 2021, you expect to have no federal income tax liability.
DEMO CLIENT
Onboarding: Tax
GQUESTCO 9 /12 forms completed
ONBOARDING Tax
Return Visit

O Electronic Consent

[ I

& Employee Information
0 Questco's Role as a P...
@  Arbitration Agreement
@ cell phone Policy Test
(] Employee Handbook
@  veteran status

@  Race/Ethnicity

Direct Deposit
Onboarding Summary

Submit

Ml @ Form and Instructions

Federal = Employee's Withholding Certificate = W-4

© Check my progress

Nonresident Alien >

Exemption >
Filing Status >

Select a filing status

@® Single or Married filing separately
O Married filing jointly or Qualifying widow(er)

(O 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.)

oo (=




CLIENT

CRQUESTCO

Onboarding: Tax

9 /12 forms completed

ONBOARDING

Return Visit
0 Electronic Consent
@ 19
(] Employee Information
Q Questco's RoleasaP...
@  Arbitration Agreement
@ cel phone Palicy Test
(] Employee Handbook
@  Veteran Status

@  Race/Ethnicity

Direct Deposit
Onboearding Summary

Submit

Tax

m @ Form and Instructions

Federal = Empioyee's Withholding Certificate = W-4

€ Check my progress

Nonresident Alien

>

[ Exemption

>

Step 2 Survey

Filing Status >

Complete this step if you (1) hold more than one job at a time, or (2) are married filing jointly and your spouse also works. The
correct amount of withholding depends on income earned from all of these jobs.

Select one

O 1 want to use the worksheet to calculate roughly accurate withholding

O There are only two jobs total. This option is accurate for jobs with similar pay; otherwise, more tax than necessary may be
withheld.

O None of the above

?

€ Back

CLIENT

CIQUESTCO

Onboarding: Tax

9 /12 forms completed

ONBOARDING

Return Visit
Q Electronic Consent
Q@ 10
[] Employee Information
Q Questco's Role as a P...
@  Arbitration Agreement
@ cal phone Paolicy Test
[] Employee Handbook
@ veteran Status

@  Race/Ethnicity

Direct Deposit
Onboarding Summary

Submit

Tax

Ml © Form and Instructions

Federal = Employee's Withholding Certificate = W-4

@ Check my progress

Would you like to claim any dependents?

@ Yes
{ Nonresident Alien g ] O No
{ Exemption > ] To qualify for the child tax credit, the child must meet the all of following conditions
- B + be under age 17 as of December 31
Filing Status > « be your dependent who lives with you for more than half the year

+ have a valid social security number
Step 2 Survey g ) .
You also can include other tax credits, such as education tax credits and the foreign tax credit.
Dependents survey - Step 3 b Afms——




DEMO CLIENT

GQUESTCO Onboarding: Tax

9 /12 forms completed

ONBOARDING T ax

Return Visit
Q Electronic Consent
Q@ 1o
(] Employee Information
® Questco'sRoleasaP.. Federal = Empioyee’s Withholding Certificate = W-4

@  Arbitration Agreement

@ cal phone Policy Test
@ Form and Instructions ‘
(] Employee Handbook

®  Veteran Status € Check my progress Number of dependents under the age of 17
@  Race/Ethnicity 2
Monresident Alien Number of other dependents
Direct Deposit
Exemp >
Onboarding Summary [ Exemption ] 1
Submit Filing Status > ; ; ; ; ;
= Other tax credits (such as education tax credits and the foreign tax credit)
[ Step 2 Survey > ] $ | 000

Dependents survey - Step 3 < Back _

Federal = Employee’s Withholding Certificate = W-4

m @ Form and Instructions

@ Check my progress Would you like to complete step 4 (Other Adjustments) for other income, deductions, and extra withholding? This step
is optional.
e
Nonresident Alien > © Yes
O No
Exemption 4

< Back _

Step 2 Survey >
Dependents survey - Step 3 >
Step 3 >

| |
| |
{ Fiing Status > ]
| |
| |
| |

Other Adjustments Survey (Optional) - Step
>

4




Federal = Empioyee's Withholding Certificate = W-4

m @ Form and Instructions ‘

@ Check my progress 4a. If you want tax withheld for other income you expect this year that will not have withholding, enter the amount of

other income here. This may include interest, dividends, and retirement income.

+ Thank you!l
Other Adjustments Survey (Optional) - Step
4

$ | 0.00
Nonresident Alien » ]
s Thank youl
Exemp >
Exemption ] 4b. Select one
Filing Status »> ) ! ) ) )
O | expect to claim deductions other than the standard deduction and want to reduce my withholding
Step 2 Survey > ] @ | will claim the standard deduction
Dependents survey - Step 3 > ] 4c. Enter any additional amount you want withheld each pay period
Step 3 > ] $ 150.00

— _

Step 4 >

Federal = Employee's Withholding Certificate = W-4

m @ Form and Instructions

* + Submit Form h

Please review the document below

If you would like to make any changes, you may return to the previous page.

If you would like to submit this form, please agree to the terms below.

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

- . Employee's
o e
[t = G o w41ty S
= = Vo TR o i e e
Stepf. [ R Hire
Test Testing ire
Personal
Information
‘Complets Stups 2-4 ONLY # apply fo otherwse, 1o Step 5. Ssa page 2 for mors imomation on sach stop, who can
ﬁwr;wwlmwmuﬁhwwwmhvmﬂw*w
Sipz Commphto i o ¥ yos (1] Pk s s oo & o, o 2] e g oy oot e
Muttipi Jobs. e wasta. L ne k.

ar Spouwss Do aniy one of e folwng.




Electronic Consent

-9

Employee Information
Questco's Role as aP...
Arbitration Agreement
Cell phone Policy Test

Employee Handbook

Veteran Status

00000030 0AGQ

Race/Ethnicity

Direct Deposit

Onboarding Summary

View your completed Tax forms by clicking "Download"

Federal-Federal_W-4Employee's Withholding Certificate

Onboarding: Tax
Welcor]
QQUESTCO 9/ 12 forms completed
ONBOARDING TaX
Return Visit
@  Electronic Consent
9 10 -
@& Eemployee Information
@ QuestcosRoleasaP.. Your form has been submitted! All sections are completed
&  Arbitration Agreement —
& cell phone Policy Test
& employee Handbook
& veteran Status
. Employee’s Withholding Certiicate
&  Race/Ethnicity o e
(o= -
Direct Deposit
Onboarding Summary
Submi = E ——
Vot ks
wSpome
Woka
ot ot o 15 4] o sl YA
.
QQUESTCO Onboarding: Tax
Welcc
10/ 12 forms completed
ONBOARDING TaX Edit .
Return Visit

Download

ﬂ

Submit
Direct Deposit
CIQUESTCO PP N
ONBOARDING Tax Edit —
Return Visit

Electronic Consent
-8
Employee Information

Questco'sRoleasaP..

Cell phone Policy Test
Employee Handbook
Veteran Status

]
(]
]
[
0 Arbitration Agreement
]
]
(]
(]

Race/Ethnicity

Tax
Direct Deposit
Onboarding Summary

Submit

View your completed Tax forms by clicking "Download"

Federal-Federal_W-4Employee's Withholding Certificate

Download

—




DEMO CLIENT

QQUESTCO Onboarding: Direct Deposit

10/12 forms completed

wel

ONBOARDING Direct DepOSit

Return Visit

Electronic Consent

Employee Information
Questco's Role as a P...
Arbitration Agreement
Cell phone Policy Test
Employee Handbook
Veteran Status
Race/Ethnicity

Tax

] O 0000

Direct Deposit

Onboarding Summary

Submit

Lo Set Up Direct Deposit

Add your direct deposit accounts. If less than 100% of your pay is direct deposited, the remainder will be issued as a paper paycheck.

e

Direct Deposit

Add Direct Deposit Account

Select the account type and enter the routing number and account number. Then select the deposit methaed and enter the amount.

Account Info

* Account Type

* Routing Mumber

* Account Number

Setting

* Depasit Method

* Amount

-

(EOiziLiRTas)0E L Fik G Tax][Doas)
Trares Mursse | ABA Routng Numter lmw | G Newmba
-

~
Bank Mame
* Confirm Account Number
Ehi
~

Maximum

_




Account Info

* Account Type

Checking

* Routing Number

111000614

* Account Number

Setting

* Deposit Method

v
Bank Name
JPMORGAN CHASE BANK NA
* Confirm Account Number
Show ey Show

If you are going to only set up one bank
account and want your entire paycheck
deposited, then you will want to select either
Remainder and do not add an amount or

Remainder EE—

v { \ select Percentage and put 100.00.

Maximum

o 057 < ———

* Amount

oy . 0001

eSS 2
| e 1%
1 e
! Your BANK e
i
w -

nOoL23LSE780)(08 4234578
e anserad)@ SZLICED

[Transit Number / ABA Routing Number | [ Account Number | { Chock Number |

Setting

* Deposit Method

Percent

* Amount

100%

e == o001

n
o N G

I8

| o I3
1 D oo B =T
! YouR BANK P

ey

(Transit Number  ABA Routing Number ] (Account Number | { Check Number |

Add Account Cancel

Maximum




No Direct Deposit Option

DEMO CLIENT

QQUESTCO e

ONBOARDING Direct Deposit
Return Visit

@  Electronic Consent

L 8 No Direct Deposit
@  Employee Information
Y GEmsEEEers | understand that by selecting "No Direct Deposit" | will receive a paper check on payday.
@  Arbitration Agreement

@  Cellphone Palicy Test
@ Empioyes Hangoook I acknowledge that | have selected No Direct Deposit

@ Verersn Stmws
@  Race/Ethnicity
@

Submit

Submit - Final Step

Submit

Congratulations! This is the final step.

To complete your onboarding, check the acknowledgement below and click “Submit”.

| acknowledge that my forms are complete and correct, and I'm ready to submit them

= QQUESTCO st &

Submit
Onboarding Completed

m_




Benefits Section - This will vary per employee and company. You may be redirected to your

employee portal right away as shown below or simply click on the Benefits tab located on your
dashboard to the left as shown to gain access.

# gue-ep.pnsmhr.com/#

C(QQUESTCO

€< Minimize Navigatior

COVID-19 Updates Pay Perks at Work

Questco Perks at Work leverages the
o purchasing power of all employees
S0 you can save on the items that
No Recent Pay
ooking for discounts on travel,
Statements electronics, fitness, tickets

restaurants, apparel, auto (the list

matter most to you. Whether you're

VID-19 is an unprecedented

ation that has impacted everyone
n some way. We want you to know goes on and
that Questco is here to help you and o

), Questco Perks at
Work has you covered

together, we will get through this
Click here for more information on
how we can help

Events ationship. All you have to
To print or download the EMPLOYEE r for the site and
RIGHTS-PAID SICK LEAVE AND discounts are available immediately!
EXPANDED FAMILY AND MEDICAL
EAVE UNDER THE FAMILIES FIRST o
CORONAVIRUS RESPONSE ACT. click Click her
Farn No Events Sy

- perksatwork.com/logir

Scheduled

You will now go through your selections one by one until you get to “Submit Your Elections”

Welco

v

"

t

€ Go To Employee Porta / Add Dependents

e 10 Benefits Enroliment

Eligible Dependents include:

. le;al‘y married spouse

Add Dependents o Natural or adopted children up to age 26, regardless of student and/or marital status

¢ Children under your legal guardianship

> e Stepchildren
« (Children under a qualified medical child support order
> « Disabled children 19 years or older
¢ Children place in your physical custody for adoption
>
Ineligible Dependents include
>

¢ Divorced or legally separated spouse
e Foster children
« Sisters, brothers, parents or in-laws, grandchildren, etc

Dependent List

Name Relationship Age Gender Tobacco User

Disabled

Student




