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Part 1: Logging in 

Step 1: To gain access, use this 
specific link. Enter your 
Username and Temporary 
Password provided to you and 
select login.

Be sure to type your password. 

- Upper Case Letter
- Lower Case Letter
- Number

- Symbol

Step 3: To Configure the Virtual 
Code Settings we highly 
encourage you to type a 
number that receives Text 
Messages in the first prompt. 

If you do not have a number that receives 
text messages, you can 
receive an email verification code. 

Step 4: Select Save. 

Step 5: We highly suggest selecting Text Message. If you 
wish to continue with Email, please note the verification 
code can take longer to generate. You have 15 minutes 
before the code expires. 

Step 6: Select Send Text Message. 

Step 7: Under Enter Code enter the code received. 

Step 8: Click Continue. 

The system is sensitive to copying and 
pasting the password. 

If you receive a notification that you are locked out, 
please email payroll@addisongroup.com. 

Step 2: When prompted create a 
New Password and select 
Change. 
Please note: The New Password must be at 
least 8 characters long and contain at least 
one of each of the following character types:
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Part 2: Accessing On-boarding Checklist 

Step 1: After logging in, 
access your on-boarding 
checklist by clicking START 
under Checklists.

Step 2: Another way to 
access your checklists is to, 
click the bell icon in the 
upper right-hand corner. 

Step 3:  Be sure the 
checklist you want to 
initiate is highlighted.

Step 4: Click GO TO  
CHECKLIST in the lower 
right corner to access your 
On- boarding task items. 

Only if needed, see the below steps. 
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Part 3: New Employee Information 

Step 1: To Complete the New 
Employee Information, click 
the blue link titled 
New Employee Information. 

Step 2: Fill out the necessary 
fields under the 
Personal Information tab. 
Then click CONTINUE at 
either the top or bottom of 
your screen. 

Be sure the spelling listed is your 
legal, given first and last name.
This will be the name on your W2. 
Correct if needed. 

If you need to pause where you are and 
come back to your screen later you can 
select SAVE then CONTINUE. 

Step 3: Fill out the necessary 
fields under the Personal 
Contact Information tab. 
Then click CONTINUE at 
either the top or bottom of 
your screen. 

If you need to pause where 
you are and come back to 
your screen later you can 
select SAVE then CONTINUE. 
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Step 4: Under Emergency 
Contact Information tab, 
click + Add to add an 
Emergency Contact. 

Step 5: Fill out the necessary 
fields to add your account 
contact. Then click SAVE. 

Step 6: This will take you to 
your account contacts. 
Click SUBMIT.  

Step 7: A popup will appear. 
Click SUBMIT to submit the 
HR Action Request and 
complete your New Employee 
Information to-do item. 
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Part 4: Social Security Number Confirmation 

Step 1: To complete the Social 
Security Number Confirmation, 
click the blue link titled 
Social Security Number 
Confirmation. 

This field will be filled in 
with a filler number. 
Please update to your 
social security number and 

submit. 

Step 2: Update your 
Social Security Number 
under Social Security 
Number Confirmation.

Step 3: Select Submit. 

Step 4: Once you've 
successfully submitted your 
correct SSN, press OK. 

Step 5: Select the blue arrow 
next to Social Security 
Number Confirmation. 
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Part 5: My Federal Tax Withholding Form 

Step 1: To complete your 
Federal Tax Withholding 
form, click the blue link 
titled View Your 

 Withholding Forms. 

Step 2: From there, click 
 ADD NEW in the upper 
right-hand corner. 

Step 3: A popup will 
appear. Next to the 
Federal Employee 
Withholding 
Certificate (W-4), click 
+ Add.

Step 4: Fill out your 
Withholding certificate. 
When you are finished, 
click 

 SUBMIT WITHHOLDING 
FORM in the upper 
right-hand corner. 
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Step 5: To agree to 
submitting your Federal 
Withholding Form, click 
Submit in the upper right-
hand corner. 

Step 6: A popup will 
appear. Enter your Kronos 
password and click I Agree. 
This action electronically signs 
your Federal Withholding Form.  

Step 7: Your completed 
Federal Withholding Form 
will appear. You can 
download the form as a 
PDF for your records. Then, 
click the blue arrow next to 
Federal: W-4. 

Step 8: Click the blue 
arrow next to Withholding. 

Step 9: To complete the 
to-do item, click Mark as 
Complete in the upper 
right-hand corner. A 
popup will appear. 

Step 10: Click OK. The to-
do item will then appear 
as completed. 

Step 11: Click OK. 
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Part 6: My State Tax Withholding Form 

Step 1: To complete your 
State Tax Withholding 
form, click the blue link 
titled View Your 

 Withholding Forms. 

Notice: 
*AK, FL, NV, NH, SD, TN, TX, WA, and 
WY residents will not see the above
state forms. 

*CO residents please fill out the Federal
form listed within your State selection. 

*If you moved and updated your 
address in the Employee Information 
section you may see multiple state 
options. Please contact your recruiter 
with your address change.

Step 2: From there, click 
 ADD NEW in the upper 
right-hand corner. 

Step 3: A popup will 
appear. Next to the 
state form associated 
with your state, click + 
Add. 

Step 4: Fill out your 
Withholding certificate. 
When you are finished, 
click SUBMIT in the 
upper right-hand 
corner. 

*If  the state form listed is not a state 
you live or work in please contact 
payrolltax@addisongroup.com.
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Step 5: To agree to 
submitting your State 
Withholding Form, click 
Submit in the upper right-
hand corner. 

Step 6: A popup will 
appear. Enter your Kronos 
password and click I Agree. 
This action electronically signs 
your State Withholding Form.  

Step 7: Your completed 
State Withholding Form 
will appear. You can 
download the form as a 
PDF for your records. Then, 
click the blue arrow next 
to State: W-4. 

Step 8: Click the blue arrow 
next to Withholding. 

Step 9: To complete the to- 
do item, click Mark as   
Complete in the upper 
right-hand corner. A popup 
will appear. 

Step 10: Click OK. The to-do 
item will then appear as 
completed. 

Step 11: Click OK. 
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Part 7: My Direct Deposit 

Step 1: To complete your 
Direct Deposit, click the 
blue link titled Direct 
 Deposit Change. 

Step 2: Click + Add. 

Step 3: A popup will appear. 
Enter your Direct Deposit 
information, and then click 

 SAVE. 

Note: If you want to add multiple 
accounts select the "+ Add" and add 
the additional account you wish to 
include. 

Step 4: After you have 
saved your Direct Deposit 
information, click 

 SUBMIT in the right- 
hand corner. 

Step 5: Click SUBMIT to 
submit the HR action 
request and complete the 
to-do item. 

Step 6: Click the blue arrow 
next to Direct Deposit 12 
Change. 
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Part 8: Visa Tax Exemption Notice 

Step 1: To complete your 
Visa Tax Exemption 
Notice, click the blue link 
titled Visa Tax 

 Exemption Notice. 

Step 2: Enter your name, 
the date, and then click 
SIGN. 

Step 3: Click SUBMIT in 
the right-hand corner. 

Step 4: A popup will 
appear. Click SAVE & 
SIGN. 

Step 5: Click OK. 

Step 6: Click the blue 
arrow next to Visa Tax 
Exemption Notice. 

Table of Contents

Click here to watch a How To Clip!

Ivory.Stahly
Highlight

Ivory.Stahly
Highlight

Ivory.Stahly
Highlight

Ivory.Stahly
Highlight

Ivory.Stahly
Highlight

Ivory.Stahly
Highlight

https://youtu.be/1c5LP6H0rx0


14 

Part 9: Voluntary EEO Survey 

Step 1: Select 

 Identification Survey. 
This includes Race or 
Ethnicity, Gender, and 
Veteran Status. 

Filling out this information is 
voluntary, but marking that you 

 received this information is a 
 requirement of the checklist. If 
you do not wish to answer you 
can leave them blank. 

Step 2: Click CONTINUE 
until you have passed 
through Race or 
Ethnicity, Gender, and 
Veteran Status. 

Step 3: After you have 
saved your Voluntary Self 
Identification 
information, click  
SUBMIT, then 

Step 4: Submit the HR 
action request and 
complete the to-do item. 

Step 5: Click OK. 

Step 6: Click the blue 
arrow next to Voluntary 
Self Identification Survey. 

Voluntary Self 
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Part 10: Voluntary Disability Survey 

Step 1: To complete your 
Voluntary Disability Survey, 
click the blue link titled 

 Identification of Disability. 

Filling out this information is 
voluntary, but marking that you  

 received this information is a  
 requirement of the checklist. If you do 
not wish to answer you can leave 
them blank. 

Step 2: If you wish, fill in 
the information. 
Filling out the form is 
voluntary, but you must 
click Submit in the lower 
right-hand corner to 
complete the check list. 

Step 3: Click SUBMIT in the 
right-hand corner. 

Step 4: Click SUBMIT to 
submit the HR action 
request and complete the 
to-do item. 

Step 5: Click OK. 

Step 6: Click the  blue 
arrow next to Voluntary 
Self- Identification of 
Disability. 

Voluntary Self- 
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Part 11: Work Opportunity Tax Credit 

Step 1: If you wish to 
complete your Work 
Opportunity Tax Credit, 
click the blue link titled 
Go To External Page. 

If you do not wish to 
 complete this, skip to 
 Step 3. 

Step 2: A new window 
will pop up. If you wish, 
answer the required 
questions as it pertains 
to you. Once you have 
competed hit 
SUBMIT. A confirmation 
number will populate. 
Please retain this 
confirmation number for 
your records. 

Step 3: Click Mark as 
Complete. 

Step 4: Click OK. 

Step 5: Congratulations! 
You have completed your 
External New Hire Master 
Checklist. Click the blue 
arrow next to Checklists. 
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Part 12: How to complete the Handbook 

Step 1: Access the 
External Handbook by 
clicking the START  under 
Checklists. 

If needed, see Steps 2-4 on Page 
4 above to access your checklist. 

Step 5: Click the link 
under documents to view 
the External Employee 
Handbook. 

Please note: The handbook will be 
branded, but this example shows the AG 
Handbook. 

Step 6: To complete your 
Employee Handbook 
Acknowledgment, click 
the blue link titled 

 Handbook 
 Acknowledgment AG 
 External EE. 

Step 7: Enter your name, 
the date, and then click 
SIGN. 

Step 8: Select SAVE & 
SIGN. 
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Step 9: Enter your 
Kronos password, and 
then click I AGREE. 

Step 10: Now that you 
have saved and signed 
the form, click SUBMIT 
in the upper right-hand 
corner. 

Step 11: A popup will 
appear. Click 

 SUBMIT. 

Step 12: Enter your 
Kronos password, and 
then click I AGREE. 

Step 13: Click the blue 
arrow next to Handbook 
Acknowledgment AG 
External EE. 

Congratulations! You 
have completed your 
Handbook Checklist. 
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*This is not applicable to all employees. Please disregard if it is absent from your checklist*

13: Completing HIPAA

Step 5: To complete the 
HIPAA item on your 
checklist, click the blue 
link titled HIPAA Action. 

Step 6: From this page, 
you can view the 
Employee HIPAA Privacy 
& Security Rule 
Training. Read through 

 the document. 

Step 7: When you reach 
page 35, sign and date 
the acknowledgment. 
Then, click SIGN. 

Step 1: Access the HIPAA 
by clicking the START  
under Checklists. 

If needed, see Steps 2-4 on Page 
4 above to access your checklist. 
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Step 8: A popup will 
appear. To agree to 
submitting your HIPAA 
Privacy & Security 
Acknowledgment Form, 
enter your Kronos 
password and click I  

 Agree. 

Step 9: Now that you 
have signed your HIPAA 
Acknowledgment, click 

 SUBMIT in the upper 
right-hand corner. 

Step 10: Another popup 
will appear. Click 

 SUBMIT to submit the 
HR action request. 

Step 11: Click the blue 
arrow next to HIPAA 
ACTION in the upper 
left-hand corner to 
return to the checklist. 

Congratulations! 
You have 
completed the 
HIPAA & Security 
Acknowledgment. You 
can view this at any 
time for reference. 
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Step 5: To complete the 
Wage Notice, click the blue 
link titled that reflects your 
local Wage Notice. On this 
page, it is titled “Chicago 
Minimum Wage 
Notice.” 

This will launch a separate 
document you can 
download and review. An 
example is pictured. 

Step 6: Once you have 
reviewed the external 
document, return to Kronos 
and click Mark as Complete. 

Step 7: Click OK. 

Step 8: Click OK. 

*This will vary based on your work location and is not applicable to all employees.
*Please disregard if it is absent from your checklist.
*This Example includes the Wage Notice for Chicago. 

Congratulations! You 
have completed your 
Wage Notice. 21 

Part 14: Wage Notices

Step 1: Access the Wage 
Notice- Chicago by 
clicking START under 
Checklists

If needed, see Steps 2-4 on Page 
4 above to access your checklist. 
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Part 15: UKG Ready Mobile App and Login
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*Don't have computer access? Try using the UKG Ready Mobile App to complete your On-Boarding Checklists.
The following steps show how to access the app.

Step 1: To gain access to the mobile app
download the UKG Ready App.

Search UKG Ready in your Android or Apple
app store. Download as you do all other apps.

Step 2: Once downloaded, open the app and select your 
region. Select North America. 

Step 3: Type 6142813 for the Company Short Name.

*Please note, the steps to complete all On-Boarding Checklists remain the same as in the External On-Boarding Guide.
Below are some examples of how the checklists in the UKG Ready app fit within a mobile screen. The steps to complete each item remains the same.
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