CQQUESTCO

Employee Registration &
Onboarding Guide

How to Register & Complete Questco Onboarding

Go to: Portal.Questco.Net

Click on : REGISTER

CQQUESTCO

Username

Password
Show

Forgot Username? Forgot Password?

Language English ~ Privacy Policy



portal.questco.net/
Shannon D
Cross-Out


(2QUESTCO

Enter Information for New User Registration

Employee Last Name must
match exactly to what is in the
Questco system

New User Registration

* Last Name

Employee 55N must

match exactly to what

is in the Questco
system

* Identifier

Social Security Number (S5SN)

Personal or Work Email can be usedj

* Personal Email

* Usermname Not f;:a{se
Sensitive

Case Sensitive

* Passwor

Show

* Confirm

Click on Register Show

eturn To Login

Privacy Policy

If you receive an error during the process above, for example “Last name is different
than the one on record for the given SSN”, please follow the instructions below:


https://questco.net/

CQQUESTCO

New User Registration

* Last Name . .
If you receive an error when selecting
Jensen "Register", please follow the
guidelines below:
* |dentifier

1. Check that your last name is spelled

Social Security Nu
correctly. Hyphens and spaces matter.

'I-l._ll_'l-l'l-g

2. Check that your Social Security number
has been entered correctly.

* Personal Email

danielle jensen@qul 3. If the ahove items have heen checked
and you are still getting an error, please
* Username call our Questco Care Team for assistance.
Howto
Questco Care Team
* Password (888) 595-8968
7:00 AM-7:00 PM CST
careteam @questco.net
Se Habla Espanol

* Confirm Password

FEEEREREEREN ShCI'W

Last name is different than the one on record for the given S5N.

Return To Login

Privacy Policy
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Once Registration is Complete: Enter Username, Password, and click
“Log In”

4 QUESTCO

Username Enter the Username and Password that
you created during the Register process.
o Howto Remember that the Username is not
Case Sensitive but the Password is.
Password

le seesassereend If you forget your Username and/or Password, use
the "Forgot” options below OR call the Questco

3 Login Care Team at (888) 595-8968 for assistance.
Forgot USEI'HEI‘HE'}AFNQOT Password?

Language English ~ Privacy Policy

You will now be redirected to your employee portal to begin your New Hire
Onboarding.

As you proceed through your onboarding, please make sure to do the following
items:
e Reach each item thoroughly
e Complete all items that are required (noted with a *). The forms will not let you
continue and/or complete your onboarding until they are complete
e Initial, Sign, Date each form as needed
e Submit/ Complete each form as needed.


https://questco.net/
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NOTE: You may stop partway through Onboarding and sign out by clicking on your
name in the top right corner. When you sign in again, you can begin where you left
off or review prior sheets by clicking on them on the far left side.

Welcome to Onboarding

(QQUESTCO - () ONEOARDING HOWTO

pleted: 1of 15 Mext: Electronic Consent /

Progress Bar reflects
the portion of
Onboarding you've
completed

Welcome, ONBOARDING!

Welcome to Questco Companies and DEMO CLIENT!

This drop down menu reflects your name.
It also has options te Log Out of the
Questco Employee Portal. Your
We are pleased to have you on our team an.c nvite y Onboarding progress is saved after each

success depends an our employees’ commitment to page that you :ompletef'save.

DEMO CLIENT partners with DEMO COMPANY {for e

Electronic Consent quality HR, Payroll, Benefits, and Risk Managemeant S

9

Click "Get Started” to begin your onboarding process.
easily complete a number of required forms

(@ Employes Information

B QuestcosRoleasa Please submit the 1-9 and Employee Information no later than 10/18/2024. All other forms must be submitted by
Professional Employer 10/18/2024

Organization
We are excited to work with you!

@ Arbitration Agreement
A 4 days remaining to complete -9 and Employee Information
@ Biometric Disclosure Statement
Employee Handbook
@ 25 o 4 days remaining to complete onboarding
& Electw-2

@ Race/Ethnicity

& Tax We are excited that you are joining our team!

B veteran Status
Click Continue to start

your Onboarding
Paperwork

lo]' Direct Deposit

Y= Onboarding Summary

(E} Submit

Electronic Consent

C2QUESTCO — ) ONBOARDING HOWTO

Completed: 10f 15 Mext 19

Onboarding Electronic Consent Please use the scroll bar to read the Electronic
@ Retun Visit Consent from beginning to end.

Consent to Proceed Electronically

@f Electronic Consent Please read the following statement and provide your consent to proceed electronically.

questco.net
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binding.

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. By accepting, you understand and agree to each and all of
the Terms and Conditions in this Electronic Signature Authorization Form. Your electronic signature is legally

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.

* Electronic Signature

o=l -
Please type your name in the box under

"Electronic Signature". Then click "Accept". Then
click on "Continue" to proceed to the next step.

Form |-9

(RQUESTCO

L] @V

Completed: 2 of 16 Next: Employee Information

Onboarding

° Return Visit

° Electronic Consent

-9

Employee Information
Questco's Role as a
Professional Employer
Organization

Arbitration Agreement
Biometric Disclosure Statement
Employee Handboak

Elect W-2

Race/Ethnicity

Tax

® & 0 W w W

Ifyou need detailed instructions for
_ iaithili Form I-9, please click on the link. It
l 9 Employment Ellglblllty will then download a copy of the
Form 1-9 which has the instructions,

Form I-9 Instructions Overview list of acceptable forms, and links to
the Government Site for more

The purpose of Form I-9 is to document verification of the id information.

of each new employee (bath citizen and noncitizen) hired a]

United States.

You, the employee, must complete each field in Secti . Newly hired employees must complete

and sign Section 1 no later than the first day of em| ment. Section 1 should never be completed

To view detailed instructions for Form |-9 click here

Anti-Discrimination Notice

[t is 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.

questco.net
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[IQUESTCO -
Onboarding -9 Employment Eligibility
©  Iniitisl iz

Preparer and Translator Certification
Electronic Consent

= e O no
Yed
sy . P -
(&) En e Information . ) R
! MNote: This w
@ ©Cuestco's Role as a e "Mo". Ifitis"
Professional Employer
e the system will ask
_ to upload the -9 signed
=) droitration Agreement o B -
and prepared by you
® Eometnc Dsclozure Statement preparer or translator
[ Employes Handbook
\'._'f_‘. Elect W-2
3 maceErnnicity
& T

B weteran Status

k=]’ Direct Deposit

Onboarding Summary

Bt > |

(2QUESTCO G

Completed: 2 of 16 M

Onboarding I-9 Employment Eligibility

@ Initial Visit
Attestation of Citizenship or Immigration Status View Instructions

© Electronic Consent | 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. | attest, under penalty of perjury, that this information, including my

-2 selection below attesting to my citizenship or immigration status, is true and correct.

@ Employee Information * Check one of the following boxes to attest to your citizenship or immigration status

© 1 Acitizen of the United States \
Quesico's Roleas a

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

fing)

Professional Employer

- 3. Alawiul permanent resident
Organization wilt p B

4. A noncitizen (other than Item Numbers 2. and 3. above) authorized to work until (expiration date, if any)

Arbitration Agreement

Biometric Disclosure Statement

Employee Handbook

[ I R T R 7

Elect W-2

Race/Ethnicity

Tax

T & &

Veteran Status

©)

Direct Deposit

e

Onboarding Summary

questco.net
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(RQUESTCO S (o R%

Completed: 2 of 15 Next: Employee Information

Onboarding -9 Employment Ellglblllty

° Return Visit .
Supporting Documents | View Instructions

© Eiccironic Consent Within 3 business days of starting work, you must present your employer with documentation that establishes

your identity and employment authorization. These documents are included on the List of Acceptable

9 Documents

@ Employee Information You can upload supperting documents using the form below. If you choose not to upload supporting
documents now, you must present the documents to your employer via other methods.

g

Questco's Role as a
Professional Employer

Documents
Organization k Documents that Establish k DDE“""E”IE k that
Both Identity and OR [I‘_a_. ) + Establish
Employment Autharization Establish Employment
Arbitration Agreement Identity

Authorization

Biometric Disclosure Statement

Employee Handbook
* Select a Document to Upload

Elect W-2 Select type v
Continue with your |-9 by providing documents
Roce/Hhnciy which establish your identity and employment
authorization.

Tax I will present documentation to my employer in person.

T o & Q0 w w w

Veteran Status Instructions can be found above under "View
Instructions: (highlighted)

d

Direct Deposit
Once complete, hit the "Next" button

e

Onboarding Summary 2

questco.net
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L ]
GOUESTCO Completed: 2 of 15 X . N . N ﬁ\
Highlighted items are required in order foryouto |
19 E | t Eligibilit be able to click "Next" and go onto the next
Onboardin - . .
& mploymen IgIbility section of Onboarding
° Return Visit .
Employee Information View Instructions
@ Elecironic Consent * Last Name (Family Name) * Address (Street Number and Name)
-9
® Employee Information * First Name (Given Name - Enter "Unknown" if none) Apt. Number (if any)
@ Questco's Role as a
Professional Employer
Organization Middle Initial (if any) * City or Town
B Arbitration Agreement
@ Biometric Disclosure Statement Other Last Names Used (if any) * State * Zip Code
~
@ Employee Handbook
@ Elect W-2 * Date of Birth Employee’s Email Address
]
@ Race/Ethnicity
& Tax * U.S. Social Security Number Employee's Telephone Number
Show
E Veteran Status
aon
e’ Direct Deposit * Signature of Employee
Y= Onboarding Summary By checking this box, | attest that | am electronically signing Form -9 Section 1.
e

QQUESTCO CE— o -

Completed: 2 of 15 Next: Employee Information

LI ] [-9 Employment Eligibility |, payiey, your 1-9, dlick on "Open 19 Pdf". You can

@ Retum Visit . then download and review your completed form. If
Review any corrections need to be made, use the "<Back"
© FEiectronic Consent button as listed below.

Review your completed Form |-9 Section 1 and then click

=]

Once everything is correct, dick on "Submit” to go to

® Employee Information the next Onboarding Section.

]

Questeo's Role as a
Professional Employer
Organization

Arbitration Agreement
Biometric Disclosure Statement
Open I9 Pdf
Employee Handbook
Elect W-2

Race/Ethnicity

Tax

Veteran Status

W o8 e W mw W

&)

Direct Deposit

Y= Onboarding Summary

questco.net
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Employee Information

L]
QO U E STCO Completed: 3 of 15 Mext: Questoo’s Role as a Professional Employer Organization
Onboarding Employee Information

° Return Visit ;
Personal Information

'° Electronic Consent
'° -9 All locked fields must be edited in the -9 Employment Eligibility form for legal purposes.
@ Employee Information Name & Birthdate & Social Security Mumber &

Cnboarding Howto 0101976 sasassisaas Show
Questco's Role as a

Professional Employer

Organization

@ T SRR Perscnal Email Preferred First Name (&)
@ Biometric Disclosure Statement danielle jensen@guestco.net
@ EmpOvESlisatbeck Home Phone Middle Name
%) ElectW-2
@ Race/Ethnicity Cell Phone Nickname
@ Tax
E?] Veteran Status Marital Status
" Direct Deposit Fields with a (*) are required. While the
Y= Onboarding summary | Other fields are not required, they can be very R —
helpful to have within your Questco -
@ Submit
Employee Portal. For example, your phone
e v number gives a way for us to contact you if Pronoun
S there is ever a question and/or issue with v
your payroll or benefits.



https://questco.net/

2aQUESTCO

CQQUESTCO

Next: Quest|

Onboarding Employee Information

@ Initial Visit
Resident Address

Electronic Consent

We'll find your address using your street address and zip code

9
You entered: i m———
@ Employee Information 1234 Averett Ave
84663
@ Questco's Role as a
Professional Employer
Organization ° Here are the addresses we found for you.

If none of the options below match your address you can try enter a different address.
Arbitration Agreement

Biometric Disclosure Statement © 1234 Averett Ave
SPRINGVILLE. UT 84663-

Employee Handbook Utah ‘\

Race/Ethnicity

LTI = B 1 B ()

&

®

Tax

Veteran Status

R

)

Direct Deposit

fres

Onboarding Summary

BR SURIRS U ER USRS UHMISNL BRSSOl L ey
I
(QQUESTCO Completed: 3 of 15
Onboarding Employee Information
° Initial Visit -
Mailing Address
° Electronic Consent
Mailing Address is the same as Resident Address.
Q o
ifferel [=] e
e — If different, un(hxlqbu box
and enter the mailing
B Questco's Role as a

Professional Employer
QOrganization

B Arbitration Agreement
B Biometric Disclosure Statement
@ Employee Handbook

Elect W-2

&)

@

Race/Ethnicity

®

Tax

R

Veteran Status

&)

Direct Deposit

Onboarding Summary

questco.net
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2QUESTCO L]
Q Completed: 3 of 15 Next: Questco's Roleasa F
Onboarding Employee Information
° Return Visit
Emergency Contacts
Electronic Consent
Q o
I @ Employee Information
® S”‘:Stcrj’s R;D'Ee asl ° If you'd like to add Emergency
roressional cmployer .
—— ey Contacts, click on "Add" and follow the
below steps for Emergency Contacts.
I y
@ Arbitration Agreement
If you don't want any Emergency
[ Biometric Disclosure Statement Contacts, Click "Submit" and continue
onto the next section.
@ Employee Handbook
(%) Elect W-2
&) Race/Ethnicity
@ Tax

e Adding Emergency Contact Details
o Click "Add"” on Emergency Contact
» Under the Emergency Contact Details Screen, enter all lines with (*).
= Click "Done” to save and return to the previous menu
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Employee Information

Emergency Contact Details

*Name
“Type

* Contact Info
* Relationship

A~

Cancel ‘

Employee Information

Emergency Contacts

Name Relationship Contact Type Contact Info

Bubblegum Husband Husband PHONE (801) 123-1234 2 W

Click "Add" if you'd like to add
additional Emergency Contacts.

Click "Submit" if you have entered
all of your Emergency Contacts
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e The system will ask if you want to submit the Employee Information Form?
e Hit “Yes"” to continue through the onboarding process

Questco’s Role as a Professional Organization

CQQUESTCO

Completed: 4 of 15

. 1
Onboarding Questco's Role as a
© niial Visit Professional Employer
@ cElectronic Consent Organ|zat|on
Q
DEMO CLIENT has hired one of the Questco Companies (for ease, "Questco”) as its professional employer
© Employse Information 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 XlIl, LLC. Emergent X1V,
B Questcos Roleasa LLC, Alt-Source X, LLC, Transport Tax Consulting, Inc.

Professional Employer

- Questco administers your payroll, any applicable insurance deductions, unemployment benefits (where
Organization = SLEMS your payror, any &y s ploy 5

applicable) and taxes. Questco assumes responsibility for paying your wages and paying and collecting

Arbitration Agreement poyiDilinaes

DEMO CLIENT alone is responsible to direct your work as needed to run its business, produce goods or

g g i)

Biometric Disclosure Statement services, discharge fiduciary duties and comply with licensing, regulatory or statutory requirements, as well
as requesting payment of commissions, bonuses and fringe benefits such as paid time off. Questco has no
Employee Handbook control over those matters.

NOTICE TO EMPLOYEES IN TEXAS: Questco is a professional employer organization licensed by the State

{7} Elect W-2
of Texas. Any infractions of rules may be reported to the Texas Department of Licensing and Regulation at:

@ Race/Ethnicity P.O. Box 12157 Austin, TX 78711
(800) 803-9202

) Tax
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

B veteran Status
states other than Texas.

'@ Direct Deposit

¥= Onboarding Summary * Employee Acknowledgement

) Submit | have read the above explanation of Questco's role as a Professional Employer Organization
ol

Powered By DEMO CLIENT

NOTE: Additional forms, documents, and/or acknowledgements may be listed that
are unique and custom to your particular industry, company, tax jurisdiction, etc. If
you have any questions, please reach out to the Questco Customer Care Team at
(888) 595-8968 from 7:00 am to 7:00 pm CST. Or, they can be reached at
careteam@questco.net. Se Habla Espanol
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Employee Handbook

Professional Employer
Organization

Arbitration Agreement

Biometric Disclosure Statement

Employee Handbook

Race/Ethnicity

Tax

(]
(]
B
@ Eectw2
®
@

G
QQQUESTCO o

Completed: 7 of 15 Next: Elect W-2
Onboarding Employee Handbook
° Return Visit

Welcome to the company and congratulations on being selected as a member of our team
° Electronic Consent of employees!
plovees o Click on "Employee Handbook" to view

® o and download your employee handbook.

Employee Handbook o5
° Employee Information
@ QuestcosRoleasa “ E-Signature

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

e

Race/Ethnicity - Voluntary Self-ldentification

Q

QUESTCO

Completed: 9 of 16 Next: Tax

®© ¢ 0 06 0 0

Onboarding

Return Visit

Electronic Consent

2

Employee Information

Questco's Role as a

Professional Employer

Organization

Arbitration Agreement

Biometric Disclosure Statement

Employee Handbook

Elect W-2

Race/Ethnicity

Tax

Race/Ethnicity

Race/Ethnicity - Voluntary Self-Identification

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

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 information to be summarized and reported to the
Federal Government for civil rights enforcement purposes.

Anti-Discrimination Notice

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

Race/Ethnicity M
Select A%

Self-Identification is Voluntary. In the drop down
menu, there is an option for "Declined to State". Once
an option is selected, please hit "Submit" to continue

questco.net
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TAX FORM(s)

e Please note that Questco is legally not at liberty to give out any tax advice on
how to complete your W-4 or State Tax Withholding forms. Please visit irs.gov
for more information or consult with your Tax Accountant.

e The Tax Forms may vary by employee based off of information previously
entered as well as what selections are made during the onboarding process
and while completing the Tax Forms.

CQQUESTCO

leted: 10 of 15 Next: Veteran Status

Onboarding
@ Initial Visit

Tax

@ Electronic Consent Main Menu

[ ]

<) ETEREUETEE Employee Withholding Resource Center

© Guesicos Roleas @ The assstant can guide you o the correct forms. You can also chocse which forms you would fike o fil out i you'e cartain

Professional Employer
Organization

@ Aitration Agreement $

@ Biometric Disclosure Statement
Start
@ Employee Handbook
@ Eectw2
@ Race/Ethnicity
@ Tax
B veteran Status

‘lel' Direct Deposit
Sign out

Y= Onboarding Summary

@ submit

Onboarding TaX
@ Initial Visit

@ Electronic Consent Main Menu

Qo Federal - Survey

@ Empioyee Information Select the correct choice: Foreign Earned Income Exclusion, Nonresident Alien, Standard Federal Form W4

@ Questcos Roleasa Foreign Eamed Income Exclusion - | expect to qualify for the foreign eamed income exclusion under either the

Professional Employer

bana fie residence or physical presence test for calendlar year or cther tax year

Organization Nonresident Alien who is EXEMPT - | am exempt from gon ion for indeps (or
eligible dependent) personal services of a Nonresident Alien Individual, see instructions for Form 8233

@ Aritration Agreement © standard Federal Withholding (English) - | am not qualified for a Foreign Earmed Income Exclusion. | want to
complete the standard Federal W4

@ Biometric Disclosure Statement Retencion Federal Estandar (Espaiiol) - No estoy calificado para una exclusion de ingresos del trabajo en el
extranjerc. Quiero completar el esténdar Federal W4

O -ooveshioneck Choose 1 of the 4 Nonresident Alien: f you are an alien individual (that is, an individual who is not LS. citizen), specific rUles apply

© Eectw2 Opn(mg and click Next to determine if you are a residant alien or 2 nonresident alien for tax purposes. Generally, you are z residant zlien if

you meet either the "green card test* or the “substantial presence test* for the calendar year. Any person not

meeting either test is generally a nonresidant alien. Additionally, an alien individual who qualifies as a resident of a
treaty country (defined later) or a bona fide resident of Puerto Rico, Guam, the Commoniealth of the Northern
Mariana Islands, the U.S. Virgin islands, o American Samoa is a nenresident alien individual.

@ Race/Ethnicity

& Tax
jons for Form 8233: 8233

ES veteran Status

' Direct Deposit
s

Onboarding Summary

@ submit

questco.net
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Federal - Survey

Onboarding Tax
@ nitiai Visit

@ Electronic Consent Main Menu

Q

@ Employee Information
@ OQuestcosRoeasa

Professional Employer
Organization

Arbitration Agreement

Biometric Disclosure Statement

Employee Handbook

/- FEDERAL W-4 Employee's Withholding Certificate

Based on answers you provided, we have determined the following withholding form(s) may apply to you.

Locality Name Title Status

Not Complete

Back

CQQUESTCO

Next Veteran Status

Federal - Employee’s Withholding Certificate - W-4

Onboarding TaX
@ nitial visit

@ Eiectronic Consent Main Menu

Q=

@ Employee Information Wizard A Form and Instructions [3
© ouestcosRoleasa

@ Check my p @

Professional Employer
Organization

- g lonresir’ent Alien
Airaton A 1€ 'u-.wzard and the Formand
Instructions can be tools to
Biometric f assist you with completing your
Tax Forms
Employee
Elect W-2

Race/Ethnicity
Tax
Veteran Status

o
o
o
o
o
@
B
=)

Direct Deposit

Are you a nenresident alien?

Yes
Mo

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.

Naotice: Nonresident aliens may be exempt from wage withhelding 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 Nenresident Alien Individual, and give it to each
withhelding agent from whom amounts will be received.

Federal - Survey

Onboarding Tax
@ nitiai Visit

@ Electronic Consent Main Menu

9

@ Employee Information
@ OQuestcosRoeasa

Professional Employer
Organization

Arbitration Agreement

Biometric Disclosure Statement

Employee Handbook

/- FEDERAL W-4 Employee's Withholding Certificate

Based on answers you provided, we have determined the following withholding form(s) may apply to you.

Locality Name Title Status

Not Complete

Back

questco.net
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GQUESTCO Veteran Status 0 ON
Onboarding TaX
@ Initial Visit
@ Electronic Consent Main Menu
-9 Federal - Employee’s Withholding Certificate - W-4

Wizard 4  Form and Instructions [

y lonresir'ent Alien

Employee Information

Questco's Role s &
Professional Employer
Organization

Are you a nonresident alien?

Yes
Ne

The Wizard and the Form and
Instructions can be tools to
BiometricDf assist you with completing your

Tax Forms

Arbitration A 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.
Notice: Nonresident aliens may be exempt from wage withhelding 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

® 6 0 0 0 O

Employee H not complete Form W-4. Instead, complete Form 8233, Exemption from Withholding on Compensation for

Elect W.2 Independent (and Certain Dependent) Persanal Services of 2 Nonresident Alien Individual, and give it to each
withholding agent frem whom amounts will be received.

Race/Ethnicity Matice

Tax

il

Direct Deposit

)

GQU ESTCO Next: Veteran Status © on
Onboearding TE]X
° Initial Visit
o Electronic Consent Main Menu
Q o Federal - Employee’s Withholding Certificate - W-4
° Employee Information Wizard £ Form and Instructions 3
@ aGuestcosRoleasa Are you exempt from 2024 withholding?

Professional Employer .

_ | am exempt from 2024 withholding
QOrganization
1 Monresident Alien I 'am NOT exempt from 2024 withholding and want to complete this form

Arbitration Agreement To be exempt, you must meet the following requirements:

2 Bxemption

|

Biometric Disclosure Statement e For 2023, you had no federal income tax liability; AND
® For 2024, you expect to have no federal income tax liability.

If you claim exemption, you will have na income tax withheld from your paycheck and may owe taxes and penalties

lect o when you file your 2024 tax return,

Race/Ethnicity e
Back Next

@ Tax

o
o
° Employee Handbook
©
©

(IQUESTCO

ONI
pleted: 10 of 15 Next Veteran Status e

Onboarding TaX
@ Initial Visit

Electronic Consent Main Menu

o

Q 1o \ Federal - Employee’s Withholding Certificate - W-4
° Wizard A

o

Employee Information Form and Instructions @

Questco's Role as a @ Check my progress Select a filing status

Professional Employer ~
Single or Married filing separately

Organization . L .
1 Nonresident Alien Married filing jointly or Qualifying surviving spouse.

Arbitration Agreement Head of household (Check only if you're unmarried and pay mare than half the costs of keeping up a home for
2 Exemption yourself and a qualifying individual.)

Biometric Disclosure Statement

Employee Handbook

Elect W-2 Back Next

questco.net
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(RQUESTCO Next Veteran Status Lo
Onboarding TaX
@ initial Visit
° Electronic Consent Main Menu
9 Federal - Employee’s Withholding Certificate - W-4

Employee Information Wizard A Form and Instructions @

Questco's Role as a Complete this step if you (1) hold more than one job at a time, or (2) are marrieggfing jointly and your spouse also

Professional Employer works. The correct amount of withholding depends on income earned frol 'of these jobs,
Organization

1 MNonresident Alien Select one

a) Use the estimator at www.irs.gov/\W4App for most accurate withholding for this step (and Steps 3-4). If you
or your spouse have self-employment income, use this option;

b) Use the Multiple Jobs Worksheet on page 3 and enter the result in Step 4(c) below (Will not check two jobs
checkbox)

¢} If there are only two jobs total, you may check this box. Do the same on Form W-4 for the other job. This
option is generally more accurate than (b) if pay at the lower paying job is mare than half of the pay at the
Elect W-2 higher paying job. Otherwise, (b) is more accurate

None of the above

Arbitration Agreement
2 Exemption

Biometric Disclosure Statement
Filing Status

Employee Handbook 4 Step 2 Survey

1

Race/Ethnicity

Tax
Back Next —

®

i

C2QUESTCO

Nexl Veteran Status

Onboarding Tax
@ initial visit

@ CElectronic Consent Main Menu

© Federal - Employee’s Withholding Certificate - W-4
@ cEmployee Information Wizard A Form and Instructions B

© auestcosRoleasa my progress Would you like to claim any dependents? /

Professional Employer
Organization 0O vYes
No

1 MNonresident Alien

Arpitration Agreement To qualify for the child tax cradit, the child must meet all of the following conditions.

2 Exemption

3 Filing Status « be your dependent wha lives with you for more than half the year

* have a valid social security number

Employee Handbook

I * Dbeunder age 17 as of December 31
4 Step 2 Survey I

Biometric Disclosure Statement [

Elect W-2 You also can include other tax credits, such as education tax credits and the foreign tax credit.

Dependents survey -

Step 2

Race/Ethnicity

& 0 0 0 0 O

Tax

Back
= Veteran Status

R
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(QUESTCO Compleie 100115 N Vetoran S © oneo
Onboarding TaX
@ initial Visit
@ Electronic Consent Main Menu
Qo Federal - Employee’s Withholding Certificate - W-4
© Employee Information Wizard £  Form and Instructions B
_3
© auestosRoleasa Number of dependents under the age of 17
Professional Employer
Organization
@ Anmitration Agreement Number of other dependents
@ Biometric Disclosure Statement
iling Status
Step 2 Survey er tax credits (such as education tax credits and the foreign tax credit
@ Empioyee Handbook 4 sep .y oth redits (such as educati dits and the foreig di)
© cectw2 5 Dependents survey $
@ Race/Ethnicity
6 Stey
B Veteran Status
Back
‘e’ Direct Deposit
QUEST
(2QUESTCO eted: 10 of 15 Next: Veteran Status
Onboarding TaX
@ Initial Visit
@ Electronic Consent Main Menu
Q o Federal - Employee’s Withholding Certificate - W-4
© Empioyee Information Wwizard &  Form and Instructions B
P
© QuestcosRoleasa Would you like to complete step 4 (Other Adjustments) for other income, deductions, and extra
Professional Employer withholding? This step is optional.
Organizatian
1 Nonresident Alien Yes
Exemption
@ Biometric Disclosure Statement F——
iling Status
@ Employee Handbook 4 step 2 sumey
Elect W-2
© 5 Dependents survey -
Step 3
@ RaceEthnicity
6 Step3
® Tax
7 Other Adjustments
B veteran status Survey (Optional) - Step 4
el' Direct Deposit
Y= Onboarding Summary Back
{~} Submit
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Onboarding Tax
@ Initial Visit

Electronic Consent

Employee Information

N\

Questco's Role as a
Professional Employer
Organization

Arbitration Agreement
Biometric Disclosure Statement
Employee Handbook

Elect W-2

Race/Ethnicity

Tax

Veteran Status

Direct Deposit

e e 0 00060

Onboarding Summary

©

Submit

Main Menu

Federal - Employee’s Withholding Certificate - W-4

Wwizard A

@ Check my progress

Nonresident Alien s ||

Form and Instructions @

4a. If you want tax withheld for other income you expect t
amount of other income here. This may include interest, di

year that won't have withholding, enter the
ends, and retirement income.

(] w
v
I}
L]
&

2 Exemption
4b. Select one

Filing Status | expect to claim deductions other than the standard deduction and want to reduce my withholding
1 vill claim the standard deduction

4 step 2 Survey
4c. Enter any additional tax you want withheld each pay period
5 Dependents survey -

Step 3 s

6 Step3

7 Other Adjustments
Survey (Optional) - Step 4

Back

CQQUESTCO

pleted: 10 of 15 Next: Veteran Status

@
@
o
@
o
@

Onboarding

Initial Visit

Electronic Consent

5]

Employee Information
Questco's Role as a
Professional Employer
Qrganization
Arbitration Agreement
Biometric Disclosure Statement
Employee Handbook
Elect W-2
Race/Ethnicity

Tax

Tax

Main Menu

Federal - Employee’s Withholding Certificate - W-4

Wizard £ Form and Instructions 3

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.

must agree to the perjury statement above, by checking the checkbox, before submitting.

W-4 form preview

. W=4 | Employee’s Withholding Certificate o

Note: You may have additional Tax Forms (such as State Withholding Forms)
depending upon your specific situation.

Veteran

Status

questco.net
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Completed: 11 of 15 Next: Direct Deposit

Onboarding

° Return Visit
Electronic Consent
IS

Employee Information
Questco's Role as a

Professional Employer
Organization

Arbitration Agreement

Employee Handbook
Elect W-2

Race/Ethnicity

Tax

Direct Deposit

Biometric Disclosure Statement

Veteran Status

Veteran Status - Voluntary Self-ldentification

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

Veteran Status

Select v

If you choose not to Self-Identify, there's an
option in the Drop Down Menu that says "I
decline to state my veteran status”. Once an
option has been chosen, click "Submit".

(2QUESTCO

.
Completed: 12 of 15

Onboarding

o Retumn Visit

° Electronic Consent
Q o

° Employee Information
° Questco's Role as a
Professional Employer
Organization

Arbitration Agreement
Biometric Disclosure Statement

Employee Handbook

Elect W-2

Tax

Veteran Status

©
©
©
]
° Race/Ethnicity
]
©
=)

Direct Deposit

T

Onboarding Summary

©

Submit

Powered By DEMO CLENT

Direct Deposit

Direct Deposit Information

‘You have choices in how you receive your pay. The following direct deposit aptions are available:

To enroll in direct deposit, press "Set Up Direct Deposit” below.

Send all of your net pay to a single checking or savings account.
Send all of your net pay to a combination of accounts using a fixed amount or percentage.
Send a fixed amount or percentage to a combination of accounts and leawv emaining portion as a

negotiable paper paycheck.

questco.net
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Onboarding

@ Retum Visit
Electronic Consent

9

Employee Information

Questco's Role as &
Professional Employer
Organization

Arbitration Agresment

Employee Handbook

Elect W-2

Race/Ethnicity

Tax

Veteran Status

6 000000

Direct Deposit

Onbearding Summary

@

Submit

Powerad By DeMO CuENT

Biometric Disclosure Statement

Direct Deposit

Set Up Direct Deposit

Add your direct deposit account(s).If less than 100% of your pay s sent via direct deposit, the remainder will be

(2QUESTCO

pleted: 12 of 15

Retum Visit

Electronic Consent

-9

Employee Information

Questco's Role as a
Professional Employer
Organization

Arbitration Agreement
Biometric Disclosure Statement
Employee Handbook

Elect W-2

Race/Ethnicity

Tax

Veteran Status

T &6 0 © 06 6 0 ©

Direct Deposit

fres

Onboarding Summary

Submit

Powersd By DEMO CLENT

Privacy Policy

Add Direct Deposit Account

Select the account type and choose how much you would like to deposit and enter the amount. Then enter the
routing number and account number.

Account Info NOTE: Some fields may

be optional (such as
"Amount") depending
upon your choices

* Account Type

Select One

* How much would you like to deposit?
If you are entering 1 Bank Account,
v \ please use "Remainder" for the
selection
Amount Maximum
$
* Routing Number y
* Account Number * Conflrm Account Number /
Show Show
ke e ooor
L= R o

. - ks

[N T o B =T

H

© YOUR BANK ey

Cameen

L23LEE7AE)[00 na».snn-

(Fromait Rumber | ABA Finsing Mo (et Rombar ] ( Ghecs ot )
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Onboarding Summary

GQUESTCO Completed: 13 of 15 Mext: Submit
Q- . _
A 7 days remaining to complete -9 and Employee Information
° Employee Information
You can view
@ OQuestco'sRoleasa e 7 days remaining to complete onboarding any com p|e‘ted
Professional Employer forms b)"
Qrganization L
2t g clicking on the
e > "View" on the
° Arbitration Agreement .
Form Due Date Status Completion Date  Action ¢ Drres_ pDnd Ing
@ Biometric Disclosure Statement line.
Electronic Consent 10/18/2024 Completed 10/M/2024 View
° Employee Handbook
-9 10/18/2024 Submitted  10/M/2024 View
Q Electw2
Employee Information 10/18/2024 Completed 10/M/2024 View
@ Race/Ethnicity
° . Questco’s Role as a Professional Employer Organization  10/18/2024  Completed  10/1/2024 View
ax
Arbitration Agreement 10/18/2024 Completed 10/M/2024 View
@ \Veteran Status
. . Biometric Disclosure Statement 10/18/2024 Completed 10/M/2024 View
° Direct Deposit
v ; Employee Handbook 10/18/2024 Completed 10/M/2024 View
¥= Onboarding Summary
. Elect W-2 10/18/2024 Completed 10/M/2024 View
@ Submit
Race/Ethnicity 10/18/2024 Completed 10/M/2024 View
Powered By DEMO CLIENT
Pvacy Polkr Tax 10/18/2024 Completed  10/1/2024 View
Veteran Status 10/18/2024 Completed 10/M/2024 View
Direct Deposit 10/18/2024 Completed 10/M/2024 View
Submit 10/18/2024 Not Started
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(AQUESTCO - ) ONBOARDING HOWTO v
Next: Complete
Retum Visit | L.
Congratulations! This is the final step.
Electronic Consent To complete your onboarding, check the checkbox below and click "Submit”
=]

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

Employee Information

Questco's Role as a
Professional Employer
Organization

Arbitration Agreement

Biometric Disclosure Statement

Employse Handbook

Elect W-2

Race/Ethnicity

Tax

Veteran Status

Direct Deposit

Onboarding Summary

&

Submit

Powared By DEMO CLIENT

Privacy Policy 2

CONGRATULATIONS!
You've completed your Onboarding!
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