
 

 

Employee Online Onboarding Guide 

 

Below are the steps your employees will go through to complete the online 
onboarding process.  

 

Step 1: Receive and open the email from Worklio 

 

Step 2: Read the email and click the blue onboarding button. 

 

 

 

 



Step 3: Enter your SSN. 

 

Step 4: This will list all the documents you will go through to complete the 
onboarding. If you run into any issues, you can call or email the client services 
number.  

 

 

 

 

 

 

 



Step 5: VERIFY that ALL your information is correct. If it is correct, click approve 
and continue. If something is not correct (like the spelling of your name or pay 
rate), click report wrong data to send back to your employer. 

 

Step 6: Fill out the information requested. You MUST fill out all fields that have a 
blue line. They are mandatory. 

 

Click create signature. This will allow you to electronically sign and complete the 
onboarding process. If you choose not to sign, you will be required to submit hard 
copies of your W-4 and I-9 to your employer BEFORE YOU ARE ABLE TO BE PAID. 

 



Step 7: Review I-9 and click next. 

Step 8: Add your personal information. 

 

 

Step 9: Add your contact information. 

 

Step 10: The education and skills section is optional. 

Step 11: The EEO information is optional. 



Step 12: Fill out your W-4. Use the blue links for assistance in calculating.

 

 

Step 13: View and sign your W-4. You need to click on both all pages if applicable. 
Click the I Declare box and verify signature.  

 

 



Step 14: If you have direct deposit. Click Add new Bank Account. Then fill out the 
correct information and click next. 

 

 

Step 15: You must read through each document. Then click I Declare and Verify 
Signature.  

 

Step 16: You have the option to download the documents you signed individually 
here. 

 



Step 17: You also have the option to download a zip file of ALL of the documents 
you signed here. 

 

Step 18: You are finished! You will receive the following email upon completion! 

 

 


