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Part 1: Logging in

Step 1: To gain access, use this o,_og In

specific link. Enter your
Username and Temporary
Password provided to you and
select login.

Be sure to type your password.
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:

= 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.

11:26 AM[CDT]

Username

H
Password

[ Remember Username

LOGIN

Forgot your password?

Click here to watch a How To Clip!

e Change Password

Configure Virtual Code Settings

verify that your contact information below is correct. If it is
nter in a valid Mobile, Phone and/or Email in order ta receive
a token code for future login

At least one of the three methods below is required. As a best practice,
enter in as many of these three as possible.

For the purposes of providing increased security the phone number
e entered will be shared with a third party to transmit a multi-facter

authentication token

Text Message #

| M |

Email

Exs#rrerekire@AddisonGroup.com

0ld Password

New Password @

Confirm New Password

Configure Virtual Code Settings

Please select one of the following methods to validate your
identity. A code will be sent to the methed chosen.

You will need to enter this code after you receive it. It

should only take a moment to receive it once you've made
your selection.

Methods:
© Text Message

Step 7: Under Enter Code enter the code received.

Step 8: Click Continue.

Table of Contents

() Voice

) Email

Text message will be sent to: ***++*g596

SEND TEXT MESSAGE

[ By checking this box, the system will not require the
entry of a code from this browser and computer with
each login.

I you do not login from this device at least once in the
previous 30 days, the system will require a new
verification code sent to you.
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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.

7:18 PM (COT)

]|

= External External Test
Employee ID: 6789 | Hired Date: 06/01/2021 ( 24 Days)

| Home |  MyDashboard | 3§ v

Checklists

External New Hire Master Checklist
Mot Started (0 outof 9 )

Started on 06/21/2021

Handbook AG External EE
Not Started (0 outof 1)

Started on 06/09/2021

Click here to watch a How To Clip!

+ Welcome to Addison Group!

We are so happy to have you join the team!

Please review your open checklists on the left to
complete your onboarding. For an easy step-by-step
guide, please reference the External Onboarding
Guide from your Welcome Email. If you need any
further assistance, please contact
Payroll@AddisonGroup.com.

Have a great day!

Only if needed, see the below steps.

7:30 PM (COT)

= @

My Checkllstse

e < My Checklists
N

External New Hire Master Checklist

External External Test
Created Jun 21, 2021, 10:52 am
0% complete

Handbook AG External EE
External External Test
Created Jun 9,2021,11:53 am

0% complete

Table of Contents

O REFRESH

External New Hire Master Checklist

@ External External Test (Addison Group) (6789)

. o
1} GO TO CHECKLIST

Incomplete (0 out of 9)

Started on Jun 21, 2021

Created Jun 21,2021, 10:52 am
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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.

10:24 AM (CDT)

< External New Hire Master Checklist

External New Hire Master Checklist

Incomplete (0 outof 9)
0%
Started on 05/21/2021

New Hire Paperwork (6) New Employee Information

0% complete

New Employee Information

Social Security Number Confirmation New Employee Information »

My Federal Tax Withholding Form

Due Date

My State Tax Withholding Form
Workflow Status
My Direct Deposit

Visa Tax Exemption Notice

¢ New Employee Information

Please complete/verify your information below.
Effective From *

Click here to watch a How To Clip!

MY HR

alinformation and emergency contacts.

04/06/2021 (Overdue) Waiting On

New

P

@

CONTINUE

External External Test

‘ 04/22/2021 ‘
Be sure the spelling listed is your
legal, given first and last name.
| Personal Information Personal Information Comsctiftnsedad.
Personal Contact Information
Name
Emergency Contact Information First Name * Middle Last Name *
‘ External | | ‘ ‘ Test
Suffix Nickname Salutation
Birthday * Gender *
| | =i
Be sure to enter your
Date of Birth
Please complete/verify your information below. e
Effective From *
0472212021 = = SAVE m

@ Personal Information Personal Contact Information

| Personal Contact Information

Cell Phone Home Phone

Primary Email

Secondary Email

Example@AddisonGroup.com

Country * Street*
Be sure the address

listed is correct. Correct zip* City *
if needed. [ ‘ ‘

State *

‘ \ it
be sure to

lenter a unit or
apartment

[] separate Mailing Address

number.
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Step 4: Under Emergency
Contact Information tab,
click + Add to add an
Emergency Contact.

Please complete/verify your information below.
Effective From *

& Personal Information Emergency Contact Information

@ Personal contact Information Account Contacts o

Emergency Contact Information Page II| of 1 0 Rows Al(©)~
[ e iy i

® No Data to Display

SAVE SUBMIT

< New Employee Informa
Add Account Contact X

Please complete/verify yoi
H
Effective From contactiype

04/22/2021 Primary Contact [[]Emergency [] Dependent  [] Beneficiary SR

Salutation First Name *
Step 5: Fill out the necessary \ || Emergency Gontact |
. @ Personal Information .
fields to add your account Ml Lest hame
. o Personal Contact Informat ‘ ‘ ‘ Example |
contact. Then click SAVE.
Emergency Contact Inform ~ Suffix Relationship * + Add
‘ ‘ ‘ Maother - |
Work Phone
Be sure to fill in a phone ‘ ‘ )
number for your You can type the
Emergency Contact Home Phone Relationship.
| | ©
Cell Phone

‘ 312-555-5555 ‘ D) e
CANCEL

Step 6: This will take you to Please complete/verify your information below.
Effective From *
your account contacts. ‘ 04/22/2021 =

Click SUBMIT.
@ Personal Information Emergency Contact Information

@ Personal Contact Information Account Contacts

(EreE G E e N i Pagemcfl 1-10f 1 Rows All() + Add
Emergency Mother No -
Contact
Example

Please complete/verify your information below.
Effective From *

04/22/2021 [= SAVE SUBMIT

Step 7: A popup will appear.

Cl | Ck SU B M IT tosu b m |t th e & Personal Information Emergency Contact Information
HR Action Request and ) Gt -
com pIEte your New Em ployee S st ¢ Pt submit HR action request? Ak
Information to_do item. n You are about to submit HR action request.
g CANCEL
|
Exanmpe

SAVE SUBMIT
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Part 4: Social Security Number Confirmation Click here to watch a How To Clip!

. E: | New Hire M Checkli
Step 1: To complete the Social ~ =Xtema! New Hire Master Checkdist
Incomplete ( 2 out of 9)

Security Number Confirmation, -
click the blue link titled S

Social secu"ty Number New Hire Paperwork (6) 7% comu:eto Social Security Number Confirmation
Confirmation.
o New Employee Information ) X
Social Security Number Confirmation
Social Security Number Confirmation
Due Date 04/06/2021 (Overdue) Waiting On External External Test

My Federal Tax Withholding Form

Workflow Status Not Started
My State Tax Withholding Form

< Social Security Number Confirmation

This field will be filled in

. . Please review and confirm your social security number is correct. If it is not correct, please take this opportunity to correct it. This field may have been
Wlth a flller number‘ automatically populated with a filler number, in order to get you into the system
It is important this is updated, as an incorrect social security number can impact
Please update to your . yourw:2
. . - your ability to enroll in Addison's benefits
SOClaI Securlty number and - your ability to apply for Unemployment benefits in the future.
su b m it. Please ensure your "effective from" date is set to today.

Effective From *

|

‘ 06/01/2021 )

SAVE SUBMIT

e Social Security Number Confirmation
Step 2: Update your Social Securtty *
Social Security Number
under Social Security

Number Confirmation.

‘ 000-00-6789

Please ensure your "effective from" date is set to today.
Effective From *

06/01/2021 = SAVE SUBMIT

Step 3: SeIeCt Smeit' Social Security Number Confirmation

Social Security *

123-45-6789 e
SAVE SUBMIT

Step 4: Once you've 9
-
successfully submitted your
correct SSN’ press OK Please review and confirm your social security number is correct. If it is not correct, please take this opportunity to correct it. This field may have been

automatically populated with a filler number, in order to get you into the system
It is important this is updated, as an incorrect social security

- your W-2
« your ability to enroll in Addison's benefits iﬁ\‘. Hooray! o
« your ability to apply for Unemployment benefits in the f v

\/ Request submitted successfully.

Step 5, Select the blue arrow Please ensure your "effective from" date is set to today.

. Effective From *
next to Social Security =
Number Confirmation.

Social Security Number Confirmation
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Part 5: My Federal Tax Withholding Form Click here to watch a How To Clip!

External New Hire Master Checklist

Step 1: To complete your PG A
Federal Tax Withholding 33%

. . Started on 05/21/2021
form, click the blue link
titled View Your New Hire Paperwork (6) 33% compb My Federal Tax Withholding Form (@ Mark as Complete

Withholding Forms. o New Employee Information

Please complete your Federal Form W-4 tax elections and State Form W-4, if applicable to your state income taxes. If the State Form W-4
reach out to Payroll@addisongroup.com for assistance.

@ Social Security Number Confirmation

View Your Withholding Forms »

My Federal Tax Withholding Form
Due Date 04/06/2021 (Overdue) Waiting On External External Test
My State Tax Withholding Form

My Direct Deposit [

Visa Tax Exemption Notice

Voluntarv Self Identification

Step 2: From there, click & Withholding 9 -|

ADD NEW in the upper

H Page E of 1 ORows Saved: [System]w Y(0) "
right-hand corner.
Year - Status - State/Federal - Code - Name - 4 Created -
5 - - - - v||- v - - - 4 Bs)

(@  NoDatato Display

< Withholding

Step 3: A popup will e [T 1+ s e ot
appear. Next to the

Federal Employee -
Withholding - -
Certificate (W-4), click o e W- |

Add New Withholding X

s Federal (1)
+ Add E Employee's Withholding Certificate
v lllinois (1)
lllinois Withholding Allowance Worksheet IL-W-4 + Add
. w_4 Employee’s Withholding Certificate OMB No. 1645-0074
o » Complete Form W-4 so that your smployer can withhold the correct federal income tax from your pay.
Do e Traanay » Give Form W-4 to your emplayer. 2021 Please note, payroll can only
Step 4. FI” OUt yOU r Internal Revenue Service » Your withholding is subject to review by the IRS. provide general information
. Step 1: @) First name and middie inftial Tast name. 16)_Social security number bout the F W-4. W +
Withholdin rtificat ’ Extemal E Test 000-00-6789 L b
o gce cate. E:::Lnal Address * Doos you rama match ha advise you in any way on what to
L. T name o you socia secu
When you are finished, Information - e oo :r,,:?.:,yzu,‘:;:xf =T enter on the form.
lick Chicago L ~|6os6o e S TTBIEIN o g0 1 We encourage you to use the
clic @ D single or Warid g separately IRS’s tax withholding estimator at
- h B . Ty
SUBMIT WITHHOLDING L b e irs. gov/individuals/tax-

withholding-estimator,

FORM H th Complete Steps 2-4 ONLY if they apply to you; otherwise, skip to Step 5. See page 2 for more information on each step, who can %

in eu p pe r claim exemption from withholding, when to use the estimator at www.irs.gov/W4App, and privacy to help you determine how to

r|ght—ha nd corner. Step 2: Complete this step if you (1) hold more than one job at a time, or (2) are married filing jointly and your spouse accurately complete the form.
Multiple Jobs also works. The correct amount of withholding depends on income eamed from all of these jobs.
or Spouse Do only one of the following. You can also download the latest
Works (a) Use the estimator at www.irs.gov/W4App for most accurate withholding for this step (and Steps 3-4); or copy of the IRS Publication 505

(b) Use the Multiple Jobs Worksheet on page 3 and enter the result in Step 4(c) below for roughly accurate withholding; or

Tax Withholding and Estimated
(c) 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 accurate for jobs with similar pay; otherwise, more tax than necessary may be withheld . . . . » O Tax
TIP: To be accurate, submit a 2021 Form W-4 for all other jobs. If you (or your spouse) have self-employment irs.gov/pub/irs-pdf/p505.pdf.

income, including as an independent contractor, use the estimator.



Ivory.Stahly
Highlight

Ivory.Stahly
Highlight

Ivory.Stahly
Highlight

Ivory.Stahly
Highlight

https://www.irs.gov/individuals/tax-withholding-estimator
https://www.irs.gov/pub/irs-pdf/p505.pdf
https://youtu.be/6GlwdsWdJ28

Step 5: To agree to
submitting your Federal
Withholding Form, click

Submit in the upper right_ S:.i':lx;::;'m:lﬂ::m:’m«:ﬂ:iﬁ:iﬁﬂrrsandcl»cking'lAgredbmlonhdowwllls\innilmls

hand corner. Unde: ppalesfpiry | decirethat  have examined i centicate and 10 e bes of oy kol
and belief, it is true, correct, and complete.

Submit Withholding Form

Signature  Extemnal Extemal Test Your Full Name*

Password e Please type password you (IvoryExtemal) used for login to confim

Step 6: A popup will i
appear. Enter your Kronos
password and click | Agree.
This action electronically signs

your Federal Withholding Form.

< Federal: W-4 E DOWNLOAD PDF

Employee: Status: New
@ success (1) Hide All
Step 7: Your completed © saved
Federal Withholding Form
will appear. You can S .
download the form as a
PDF for your records. Then,
click the blue arrow next to - Employee’s Withholding Certificate —
o W=4 (e
Federal: W_4. sty DhmemW4wMyu:mmcumﬁnmfnﬂﬂIMMmmmm- 2©21
Inthrl Rarue Sendce » Your withholding is subject to review by the IRS.
- N Tial First namea and micdle mitial T 1 ast nama. TR Sarial sar nity namher

= ©

holdin
< Page II| of 1 » 1-1of IRows Saved: [System]w YO B -

Step 8: Click the blue
arrow next to Withholding.

V7 2021 Employee Completed Federal W4 Employee’s Withholding Certificate 05/24/2021 10:49%a ‘

Hire Paperwork (6) 17% complete My Federal Tax Withholding Form

@ Mark as Complete
|
New Employee Information I Enter Completion Data X teincome taxes. If e State Form W-4 does not match
1

Social Security Number Confirmation

Date

Seps Tocompite e P

. 3 | 05/24/2021 ‘
tO-dO Item’ CIICk Mark as My State Tax Withholding Form ‘ Time Extemal Sxtemal fest
Complete in the upper [ 1034 =

. My Direct Deposit
right-hand corner. A

popup will appear.

Visa Tax Exemption Notice

ntary Self Identification
0% complete

Step 10: Click OK. The to-

do tem wil then appear e —

as completed.
: Hooray!

Checklist item "My Federal Tax Withholding Form"
e completed

Step 11: Click OK. ] 9

Table of Contents
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Click here to watch a How To Clip!

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.

*1f 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.

€ External New Hire Master Checklist

My State Tax Withholding Form

50% complete

@ Mark as Complete

o Please complete your Federal Form W-4 tax elections and State Form W-4, if applicable te your state income taxes. If the State Form W-4
does not match the state in which you work, reach out to Payroll@addisongroup.com for assistance.

View Your Withho! g Forms »

New Hire Paperwork (6)

@ New Employee Information

@ Social Security Number Confirmation

@ My Federal Tax Withholding Form

Due Date 04/06/2021 (Overdue) Waiting On External External Test
My State Tax Withholding Form
My Direct Deposit =
Visa Tax Exemption Notice
Voluntary Self Identification
0% complete
(3)
Voluntary EEO Survey
< Withholding
Page III of1 1-1of1Rows Saved: [System] w
Year - Status - State/Federal - Code b Name
- -|[- v|[- v|[- -||- v - ~[| 9
=
V4 2021 Processed Federal w-4 Employee’s Withholding Certificate 05/24/2021 10:49a
I
I Add New Withholding X
5 2021

| _-

v Federal (1)

Employee’s Withholding Certificate W-4 + Add

lllinois (1)

lllinois Withholding Allowance Worksheet IL-w-4 Add

ANCEL

< lllinois: IL-W-4 DOWNLOAD PDF

Employee: Status: New

you are entitled. You are not required to claim these allowances. The number of additional allowances
that you choose to claim will determine how much money is withheld from your pay. 8
Enter the total number of additional allowances you elect to claim on Line 2 of Form IL-W-4, below. This
number may not exceed the amount on Line 8 above, however you can claim as few as zero. Entering lower
numbers here will result in more money being withheld(deducted) from your pay: o [N
IMPORTANT: If you want to have additienal amounts withheld from your pay, you may enter a dollar amount on Line 3 of For
below. This amount will be deducted from your pay in addition to the amounts that are withheld as a result of the allowances you have
claimed.

©

O — — — — — — — — Cuthore and gie the cerficate fo your empiayer. Keep the fop partonfr your records. — —

lllinois Department of Revenue

IL-w-4 ployee’s lllinois Wi ing A Certificate
/o00-00-6789 | 1 Enter the total number of basic allowances that you
Socal Securtynumber are daining (Step 1, Line4, of the workshest). E
External E | ffest 2 Enterthe total number of additional alowances that
Nama you are claiming (Step 2, Line 8, of the worksheet). 2
125 S Wacker Dr. 3 Enterthe additional amount you want withheld
Stroet addrass (deducted) from each pay. sl
Chicago L~ | 60660 | cartify that | am enttied o the number of withholding allowances claimed on
Gity E this certiicate.
Check the box f you are exempt from federal and lllinais
Income Tax withholding and sign and date the certificate. ] Yoursignatire Date
Employor: s -
Prtadby e aubariy cerificate 1o 1 S and 1 IS Nas noifledyou 1 31egard 1, you may sl b fequrad o
e S Enas e tam e s mooma Tax 7 Dk - o b ptinitn
X

s @2 Inapoction. Soa Hnc Income Tax Roguations 86 I1.Adm.Code 100.7110.

10
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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 | 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.

Submit Withholding Form

Please read all information below. Populating required fields and clicking 'l Agree’ button below will submit this
withholding form to HR department for further verification.

I certify that | am entitled to the number of withholdi claimed on this

Signature ~ External External Test

Password Please type password you (lvoryExternal) used for login to confirm
Date  06/01/2021 :
|

Your Full Name*

< lllinois: IL-W-4

DOWNLOAD PDF

Employee: Status: New
@ success (1) Hide All
@ Ssaved.
Form W4 -~

lllinois Department of Revenue

Form IL-W-4  Employee’s and other Payee’s lllinois Withholding
Allowance Certificate and Instructions

SZFmiLon R

Note: These instructions are written for
employees to address withholding from
wages. However, this form can also be

mmlabar mnd o it b o s o

< Withhelding

4 Page II| of 1 » 1-2of2Rows Saved: [System]

will be effective for the first payment of
compensation made to you after this form
is filed. If you already have a Form IL-W-4
on file with this emnliover vour emnlovar

Note: For tax years beginning on or after
January 1, 2017, the personal exemption
allowance, and additional allowances if you
or vour soouse are ae 65 or older. of if

ADD NEW

Yo B~ -

~|[- -

- State/Federal
[- M|E -1[- (B
\ I Il I
. & 2021 Employee Gompleted Illinois Erd
Step 8: Click the blue arrow 2 prev Rewe— Federa wa

next to Withholding.

External New Hire Master Checklist

/i Incomplete (3 out of )

Step 9: To complete the to- .o ssommm N

lliinois Withholding Allowance Worksheet

Employee's Withholding Certificate

06/01/2021 03:09p
05/24/2021 10:49a

e CONTINUE

X i Enter Completion Data X

do item, click Mark as
. lew Hire Paperwork (6) 50% complete | @ Mark as Complete
Complete in the upper ! bate
. New Employee Information ur state income ke
right-hand corner. A popup | ovorzez s
W|” appear. ® social Security Number Confirmation Time
‘ 03:54 pm @ ‘

® My Federal Tax Withholding Form

External External Test

Step 10: Click OK. The to-do

My Direct Deposit

=

item will then appear as
completed.

Visa Tax Exemption Notice

foluntary Self Identification

b 0% complete

)

Step 11: Click OK.

Hooray!

completed

Table of Contents

Checklist item "My State Ta

x@olding Form"
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Part 7: My Direct Deposit Click here to watch a How To Clip!

Step 1:To COmplete your ¢ External New Hire Master Checklist

Direct Deposit, click the

blue link titled Direct NewHrePaperuor () -cemise My Dirct Deposi

Deposit Cha nge. @ New Employee Information Please click on link for Direct Deposit Change to enter your banking information to receive your pay electronically. NOTE: If more than one

bank account is desired (i.e. checking and savings account), please ensure the last bank account in the sequence (SEQ) column has the

Calc Method of Entire/Remainder. Flat § amount, % of Gross Eamings or % of Net Pay Calc Methods need to come first in sequencing to
@ Social Security Number Confirmation

ensure proper deposit amounts.

@ My Federal Tax Withholding Form ect Deposit Change »

@ My State Tax Withholding Form

Due Date 04/06/2021 (Overdue) Waiting On External External Test
My Direct Deposit
Workflow Status Not Started
Visa Tax Exemption Notice
Voluntary Self Identification .
0% complete
O]
Step 2: Click + Add.
Group #1

Direct Deposits e

()  No Direct Deposits Defined

SAVE SUBMIT

Step 3:A popup will appear.  add New Direct Deposit X
Enter your Direct Deposit
information, and then click ™™ Description
SAVE. | | |

Active From * Active To *

X | 06/01/2021 ‘ | 12/31/2099 |

Note: If you want to add multiple
accounts select the "+ Add" and add Deposit Type Bank Account Type *
the additional account you wish to | Direct Deposit - ‘ | Checking - |
include. Calculation Method *

| Entire/Remainder - ‘

Account #* Reenter Account # *

ABA # / Bank Routing # *
| g 3)
CANCEL

You can click this icon to verify your routing number.

StEP 4: After you have **mportant: Use today's date as the effective date.***
. . Effective From *
saved your Direct Deposit (e =
information, click
SUBMIT in the right- G 1
hand corner. Direct Deposits
Active Accounts ¥ Submit HR action request? e g

Step 5: Cllck SUBMIT to 5 *You are ahout to submit HR action request.

) . 1 Direct Deposit (active) P2 i,
submit the HR action
request and Comp|ete the Bank Account Type Checking ABA#7BanK 071000013
to-do item. Account Number 123456789 Calculation Method Entire/Remainder
Active From Jun1,2021 Active To Dec 31,2099

Account Status Active

Step 6: Click the blue arrow

next to Direct DepOSit 12
Change.
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Part 8: Visa Tax Exemption Notice Click here to watch a How To Clip!

< External New Hire Master Checklist

Step 1: To complete your /i, Incomplete (5 outof 9)

. . L i 56% CONTINUE
Visa Tax Exemptlon Started on 06/01/2021 -
Notice, click the blue link
titled Visa Tax

New Hire Paperwork (6) 83% We Visa Tax Exemption Notice
Exemption Notice.

o New Employee Information Please review the attached notice and electronically sign and date the Notice to acknowledge your understanding.

@ social Security Number Confirmation Visa Tax Exemption Notice

@ My Federal Tax Withholding Form Due Date 04/06/2021 (Overdue) Waiting On External External Test
@ My State Tax Withholding Form =)
@ My Direct Deposit

Visa Tax Exemption Notice

Voluntary Self Identification

®

0% complete

Page 1 of @ 9% @ D Reset EE Signature

Step 2: Enter your name,

the date, and then click wnwmr--uu‘ S
‘ 06/01/2021 ‘

SIG N Important Visa Tax Exemption Notice
. —_———

EE Printed name *

.. nonresident aliens authorized to work in the United Staies are required to pay U.S.
i ident aliens are exempt
from these taxes. If you are part of this certain class of nonresident aliens, you are responsible

Sfor reporting your tax exempt siatus to Addison Group prior 1o your payroll being processed.

‘ Text Example| ‘

Visa Tax Exempt Status is RARE and is different than federal or state tax exemptions. If you
have questions about your cligibility or if this may apply to you, contact your tax professional, SRR

Addison Group cannot provide tax advice.

You may be required to provide applicable documentation 1o verify your Visa Tax Exempt
Status. All applicable tax documentation should be submitted to payroll@addisongroup.com.

Addison Group will not be held responsible for any Social Security or Medicare taxes
wrongly withheld your pay as a result of this status not being reported accurately or
in @ timely manner. These taxes may not be refunded.

By signing below, | am my of this Visa Tax Notice.

EE Signature 08012021

Signature Date

=== |

Printed Name
Step 3: Click SUBMIT in

. < Visa Tax Exemption Notice 1] DOWNLOAD PDF
the right-hand corner.
Page 10f 1 © 9% @ D Reset EE Signature
Addison Group Date®
Important Visa Tax Exemption Notice | ChiO1E0% ‘

SteP : pOpUp i“ Typically, nonresident aliens authorized to work in the Us
. il o mie ' save and submit the form?
appear. Click SAVE & Social Security and Medicare taxes. However, certain clast ‘

from these taxes. If you are part of this certain class of non You are about to save and submit this form to your manager for
reporting. rax exempt status to Addison Group.
SIG N et it it = Lt further verification.
9 Visa Tax Exempt Status is RARE and is different than fec
have questions about your eligibility or if this may apply t¢

Addison Group cannot provide tax advice.

You may be required 1o provide applicable dOCUMENEAIO.. m. . vesngrg e sems sesmems e
Status. All applicable tax documentation should be submitted 1o payrolliaddisongroup.com.

Step 5: Click OK. -

N ;
{ \ Hooray! e i

"‘\__7_/’ Form submi

Step 6: Click the blue “

arrow next to Visa Tax

ion Noti
Exemption Notice.

13
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Part 9: Voluntary EEO Survey

Step 1: Select
Voluntary Self
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.

¢ External New Hire Master Checklist
Incomplete (& out of 9)

4 67%
Started on 06/01/2021

New Hire Paperwork (6) Voluntary EEO Survey

100% complete
@& New Employee Information ﬁ

@& Social Security Number Confirmation

Please submit the survey.

Voluntary Self Identification Survey »

@ My Federal Tax Withholding Form 04/08/2021 (Overdue)

Due Date Waiting On

@ My State Tax Withholding Form Workflow Status Not Started
@& My Direct Deposit

9 Visa Tax Exemption Notice

Voluntary Self Identification
(3)

0% complete
Voluntary EEO Survey
Voluntary Disability Survey

Work Opportunity Tax Credit

‘ 06/01/2021

| Race or Ethnicity Race or Ethnicity

Gender
Ethnicity

Veteran Status -

released from active duty because of a serviceconnected disability.

the U.S. military, ground, naval or air service.
Effective From *

Submit HR action request? Q
You are about to submit HR action request.

CANCEL

‘ 06/01/2021

@ Race or Ethnicity

@ Gender

Veteran Status

Veteran

Are You A Protected Veteran

O Hooray! 6

\\/’ Request submitted successfully.

Click here to watch a How To Clip!

CONTINUE

External External Test

= SAVE CONTINUE

CONTINUE

Recently Separated Veteran — means a veteran during the three-year period beginning on the date of such veteran's discharge or release from active duty in

=] SAVE SUBMIT

SAVE | SUBMIT

¢ Voluntary Self |dentification Survey

14
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Part 10: Voluntary Disability Survey Click here to watch a How To Clip!

Incomplete (7 out of 9 )

78% CONTINUE

dew Hire Paperwork (6) 100% como Voluntary Disability Survey

Step 1: To complete your e SRt
Voluntary Disability Survey,
click the blue link titled
Voluntary Self-
Identification of Disability.

9 New Employee Information

Voluntary Self-ldentification of Disability »

® Social Security Number Confirmation

% My Federal Tax Withholding Form Due Date 04/08/2021 (Overdue) Waiting On External External Test
Filling out this information is
voluntary, but marking that you 2
received this information is a

My State Tax Withholding Form Workflow Status Not Started

% My Direct Deposit

i i =
requirement of the checklist. If you do =
not wish to answer you can leave % Visa Tax Exemption Notice
them blank.

foluntary Self Identification
3)

33% complete

% Voluntary EEO Survey

Voluntary Disability Survey

Step 2: If you wish, fill in
the information.
Filling out the form is

voluntary, but you must
< Voluntary Self-ldentification of Disability

Cl ick Su bmit in the Iower PIUVIUIIIg UULCUITICHIWD 11 Al aiSiniale wiiias, udiniy a 21yl ianyuays it prewcs, Ui udiiy spcuiaiacu cyuipinciiL
right-hand corner to -
complete the check list. ' Section 503 of the Rehabilitation Act of 1973, as amended. For more information about this form or the equal

employment obligations of Federal contractors, visit the U.S. Department of Labor's Office of Federal Contract
Compliance Programs (OFCCP) website at www.dol.gov/ofcep.

PUBLIC BURDEN STATEMENT] - - 1995 no persons are required
to respond to a collection of infor : . YMB control number. This
) Submit HR action request?
survey should take about 5 minui
Effective From *

Step 3: Click SUBMIT in the | oweam [emd ] =

right-hand corner.

‘You are about to submit HR action request.

Disability

Disability e
‘ -

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

Step 5: Click OK. ’/ﬁ\\l Hooray! 6
\_/ Reguest submitted successfully

SAVE} I SUBMIT

Step 6: Click the blue
arrow next to Voluntary e

Self- Identification of
Disability. & Voluntary Self-ldentification of Disability

15
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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.

¢ External New Hire Master Checklist
Incomplete (8 out of )

89%
Started on 06/01/2021

dew Hire Paperwork (6) 100% complete

9 New Employee Information

% Social Security Number Confirmation
g My Federal Tax Withholding Form

Due Date
% My state Tax Withholding Form

% My Direct Deposit

% Visa Tax Exemption Notice

foluntary Self Identification
3)

67% complete
9 Voluntary EEQ Survey

% Voluntary Disability Survey

Work Opportunity Tax Credit

@ aBouT 8 SECURED BY ADP ESPANOL

Work Opportunity Tax Credit

Click here to watch a How To Clip!

(@ Mark as Complete

Addison Group participates in the Work Opportunity Tax Credit (WOTC), a federal tax incentive program created to promote the hiring of

Go To External Page »

have faced employment challenges. Please click on the link to access the electronic questionnaire.

04/06/2021 (Overdue) Waiting On External External Test

[

PLEASE ANSWER THE FOLLOWING.
Not Sure? Select YES and we wil veriyfor you

@) APFS LLC particpates in federal and/or sate tax credit programs. The nformation you give wil be used to
a nowa impact any hifing retention or P o NOTSURE

s elig
promotion decisions. Learn More

Have you served In the U. S. Miltary? *

ast Name *

Have you or a household member received SNAP (Food Stamps) in the past 6 months? *

es No NOTSURE

Street Address * Zip Code

Social Security Number

Have you or someone in your household received or stopped receiving TANF (Welfare), child
care, housing, or transportation assistance in the past 2 years? *

es o NOTSURE

Have you recelved SSI (Soclal Security Income) benefits In the last 90 days? *

Are you under age 407 *

Yes No

Have you previously worked for APFS LLC? *

Yes No

Please select your answers to the following questions. *

MAKE SELECTIONS.

Please select your answers to the following questions. =

EDIT SELECTION

You made the following 4

[ 89%

% complete Work Opportunity Tax Credit

Enter Completion Data

Why we need this es o NOT SURE

Have you received vocational rehabilttation services? *

es No NOTSURE

Have you been unemployed for at least 27 weeks in a row, during which you received some.
unemployment compensation? *

ves o NOTSURE

. Work Opportunity Tax Credit Questionnaire
Addison Group

® asout 8 SECURED BY ADP

Congratulations on completing the Work Opportunity Tax Credit Questionnaire. Thank you!

Your confirmation number: 01342FFDN

Please retain this confirmation number for your records.

(@ Mark as Complete

X veprogramcre
k to access the electronic questionnaire.

External External Test

=

1ation
Date

B | 06/02/2021
Time
| 0913

'% complete

926 AM (cON)

This Year v

All Types +

MY HR G 8

v Submitted On Completed On Status Checklist Assigned To Type Supporting
Documents 1 6

~ Extemal New Hire Master Checklist (1)

06/02/2021 06/01/2021 06/02/2021

Completed

External External Test Employee Setup
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Part 12: How to complete the Handbook

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

&

&«

ET

Employee ID: 6789

8:29 PM (CDT)

Click here to watch a How To Clip!

P

@

External External Test

Hired Date: 06/01/2021 ( 24 Days)

| Home | My Dashboard ‘#v

Checklists

Handbook AG External EE
Not Started (O outof 1)

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

Started on 06/09/2021

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

€ Handbook AG External EE

Incomplete (0 outof 1)
0%
Started on 04/05/2021

0% complete

Please note: The handbook will be ‘mployee Handbook (1)

branded, but this example shows the AG
Handbook.

Employee Handbook Acknowledgement

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.

4 Handbook Acknowledgement AG External EE

+ Welcome to Addison Group!

We are so happy to have you join the team!

Please review your open checklists on the left to
complete your onboarding. For an easy step-by-

Employee Handbook Acknowledgement (& Mark as Complete

Please refer to the attached Employee Handbook and sign the Handbook Acknowledgement Form.

Handbook Acknowledgement AG External EE »

Due Date 04/08/2021 (Overdue) Waiting On External External Test

Documents

03_-_Addison_Group_External_Employee_Handbook.PDF

@ DOWNLOAD PDF SUBMIT m

Page 1 of G 9% @ D Reset Date
06/02/2021 |
EE Signature
Addison Group E
Addison Group External Emp " —
I recsived & copy of the Addison Group Empleyes Handbook effective Decrmber 2017 snd the Califoraia ‘ Example Employeq|
Supplement 1o the Emplayee Handbook efTective December 2017 (tagether, “Handhook™). | acknewledge that this
Handbook Is mecher » contract of npleymet mor  legal document.
- . il 10 omply
action, up to and inchuding tcrmination. with or without further netice, This Handbook and the policics and procedurcs
¥ Save and sign the form? 9
Step 8: Select SAVE & You're about to save and sign the fol -
w
SIGN | 1
.
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Step 9: Enter your ' Terms and Conditions
Kronos password, and

oy

X

. (@  Byclicking the "I Agree” bution, you acknowledge that you
t h en Cl IC k | AGREE. have read, understand and agree to the terms and

conditions of this form

Password *

==

~ammy

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

o 9% ® ) Reset

Please type your (External Test) passwoaonﬂrm

DOWNLOAD PDF SUBMIT SAVE

Date

06/02/2021

corner. . | i
. - Submit form? F
Step 11: A popup will oyee Handy >0 TOrM ;
) You are about to submit this form to yg anager for further |
appear. Click © Hontboot o Verification. a
mber 2007 (togel
egal document,
SUBMIT. —
Confirm [tem Completion X
Step 12: Enter your @ Please type your (External Test) password to confirm.

Kronos password, and

b
= Password *

then click | AGREE.

L]
1 @
W
ul
:
ta
;
:

arrow next to Handbook

Acknowledgment AG pege ot
External EE.
Congratulations! You = &

have completed your
. < Handbook AG External EE
Handbook Checklist.
Handbook AG External EE

@ complete (1outof1)

. 1 00%

Started on 04/05/2021

Employee Handbook (1) 100% complete

o Employee Handbook Acknowledgement

e 9% ® D Reset Date

s /Signed by External External Test

MY HR

Employee Handbook Acknowledgement

Please refer to the attached Employee Handbook and sign the Handbook Acknowledgement Form.

Handbook Acknowledgement AG External EE »

Completed By External External Test Completed On

DOWNLOAD PDF

Completed On 06/02/2021

06/02/2021
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13: Completing HIPAA

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.

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.

HIPAA (1)

Click here to watch a How To Clip!

*This is not applicable to all employees. Please disregard if it is absent from your checklist*

- ‘ £:52 PM (COT)

&

External External Test
E Employee ID: 6789
Hired Date: 06/01/2021 { 24 Days)

‘ Home | My Dashboard | L5~

Checklists W Welcome to Addison Group!

HIPAA
Not Started ( Ooutof 1)

We are so happy to have you join the team!

Started on 06/24/2021 . .
Please review your open checklists on the left to

complete your onboarding. For an easy step-by-
step quide, please reference the External

HIPAA

#, Incomplete (Ooutof1)
0%

0% Eompae e HIPAA & Security Acknowledgment New

HIPAA & Security Acknowledgment New
HIPAA Action »

Due Date

Started on 06/02/2021

04/06/2021 (Qverdue) Waiting On External External Test

Workflow Status New

Documents

HIPAA TRAINING PACKET

Employee Ha Privacy & Security Rule Training Acknowledgment

. 35D

@ 91% @ ‘DReset @ This page has no input fields.

HIPAA PRIVACY & SECURITY
RULE TRAINING

< HIPAA Action

G 9% @ ) Reset

<« Page350f35 Type Name *
o ‘ test employee
Addison Group
Enter Date *
EMPLOYEE HIPAA PRIVACY & SECURITY RULE TRAINING
ACKNOWLEDGEMENT ‘ 06/02/2021 ‘

By signing below, T centify that | have received a copy of, and completed, the Addison
Group HIPAA Privacy & Security Rule Training. In doing so, | represent that | have
familiarized myself with the gaide provided to me outlining the Addison Group HIPAA
policies and procedures and will comply with those policics and procedures in
performing my dutics. | also acknowledge that while on assignment, | will not have my

19
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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 |
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.

Click To Sign *

[ s ]

Terms and Conditions X

Addison Group

Y & SECURIT
‘LEDGEMENT

tived a copy of,

aining. In doing

o to me outlinin

rith those polici ®
that while on as

‘rom any PHIL

By clicking the "I Agree" button, you acknowledge that you
have read, understand and agree to the terms and
conditions of this form

ampliance or A

wnroth, SYP, H
Password *

Please type your (External Test) passworeﬂrm.

= [

< HIPAA Action

Effective From *

| 06/02/2021 &l

Group #1
Employee HIPAA Privacy & Security Rule Training Acknowledgment

4« Page350f35 Q© 9% @ D Reset Type Name *

" £ *
Submit HR action request? @
You are about to submit HR action request!

A

|
EMPLOYEE HIPAA PRIVACY & SECURIT CANCEL SUBMIT
ACKNOWLEDGEMENT
By signing below, | certify that T have received a copy of, and completed, the Addison
Group HIPAA Privacy & Security Rule Training. In doing 5o, | represent that | have
familiarized mysel§ with the guide provided to me outlining the Addison Group HIPAA
s e v sl i b i Shevm ol -
< HIPAA Action
Group #1
Employee HIPAA Privacy & Security Rule Training Acknowledgment
4 Page350f35 G 9% @ D Reset Type Neme *
a +/Signed by External External Test *
E %{‘ 11:57 AM (CDT) MY HR @ ._‘G
< HIPAA
HIPAA

@ Complete (1outof1)
G 1 00%

Started on 06/02/2021

HIPAA & Security Acknowledgment New Completed On 06/02/2021

HIPAA (1) 100% complste

HIPAA & Security Acknowledgment New
° e 4 HIPAA Action »

Completed By External External Test Completed On 06/02/2021

20
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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.

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.

Congratulations! You
have completed your
Wage Notice.

Click here to watch a How To Clip!

*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.

‘ 8:55 PM (CDT) )

<« External External Test

ET

Employee ID: 6789
Hired Date: 06/01/2021 ( 24 Days)

| Home | My Dashboard ‘{[-v

Wage Notice - Chicago All Internal Exte
Not Started ( 0 out of 1)

Checklists + Welcome to Addison Group!

We are so happy to have you join the team!

0%

Started on 06/24/2021 . .
Please review your open checklists on the left to

complete your onboarding. For an easy step-by-

Wage Notice - Chicago All Internal External EE

Incomplete (0 outof 1)
0%
Started on 06/08/2021

Chicago Minimum Wage Chicago Minimum Wage Notice (@ Mark as Complete

0% complet
Notice (1) comee

Please review the attached notice and click off the box to note you have reviewed the notice
Chicago Minimum Wage Notice

Due Date 04/08/2021 (Overdue) Waiting On External External Test

Documents

Chicago_Minimum_Wage_Notice.pdf

CHICAGO LABOR STANDARDS

IF YOU WORK AT LEAST 2 HOURS IN ANY 2 WEEK PERIOD FOR AN EMPLOYER IN CHICAGO, YOU
ARE COVERED BY THE MINIMUM WAGE AND PAID SICK LEAVE ORDINANCE

SETS MINIMUM WAGE IN CHICAGO (MCC 1-24)

Small Employers
41020 employees

Tipped Workers

July 1, 2021
Effective Date

Targe | smail | Youtn

15,00 14,00 11,00 900| ssao] seeo

Wage 22,50 21.00 1650 1650| s15.00] $1210
their tipped wage
ploys

A 3 ploye minimum

< Wage Notice - Chicago All Internal External EE

Wage Notice - Chicago All Internal External EE

Ay Incomplete (0 outof 1) Enter Completion Data X
Started on 06/02/2021
Date
Chicago Minimum Wage ‘ 06/02/2021 | (@) Mark as Complete
- 0% complete
Notice (1)
Time
Chicago Minimum Wage Notice ‘ 0124 pm @ |

External External Test

o)

Hooray!

Checklist was successfully completed

)
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https://youtu.be/ed8XtyBcu7w

Part 15: UKG Ready Mobile App and Login

*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.

vKG

Welcome to UKG Ready
Select your region

O Australia

QO Europe

(® North America
O Dimensions HCM

O UtiPro

Company Shortname * @

‘ 6142813

CONTINUE

Type: 6142813

\ UKG Inc.

L8 & & &%

Get important
information quick r

reen

UKG Ready

May 02, 2018

650.48

GET

Keep track of your pay

conveniently from any device

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.

&

Workforce Ready

Log In 2:05PM[CDT]

Usemame

Password

O Remember Username

Forgot your password?

/ou are accessing the Workforce Ready application hostet
by Kronos Incorporated. Access to this environment is
limited to authorized support staff. All data within this

is classified as ial. Whe i

this information, you are required to maintain the security,
availability of this information and
system.

In the event you identify an issue related to Security,
Availability or Confidentiality of the system, please notify
Your System Administrator. Thank you.

Onboarding v

Checklists

External New Hire Master Checklist
Not Started (0 out of 9)

Started on 06/
I START

Wage Notice - Chicago All Internal External EE
Not Started (0 out of 1)

0%
Started on 06/24/2021

START

% Welcome to Addison Group!

We are so happy to have you join the
team!

Please review y« checklists on the

I U mmedian e an

« a o #P@

1

My HR > Checklists

External New Hire Master Checklist

Incomplete (0 outof 9)
0%

Started on 06/25/2021

New Employee Information + »

Please verify/add personal information and emergency contacts
New Employee Information
Due Date 06/02/2021 (Overdue)

Waiting On External External Test

Workflow Status. New

[

CONTINUE

= & e/ Hracions @)

below.
Effective From *
Jun 25,2021 ‘
=i
Emergency Contact v 4
Information
Acc

Submit HR action request?
'You are about to submit HR action

ref
Al Add

CANCEL SUBMIT

test test

Relationship Mother
Preferred Phone Number
Contact Type

Primary No

|
SAVE
|
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