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HR SERVICES SYSTEM – NEW HIRE FORMS REFERENCE GUIDE 

 

OVERVIEW 

This document provides helpful tips on how to complete forms under the HR Services 
System New Hire Forms menu. For additional information on HRSS HR Contact Areas, 
see the HRSS Overview training presentation and/or reference guide. For positions that 
create job requisitions, see the HRSS – Job Requisitions training presentation and/or 
reference guide. 

The forms under the New Hire Forms menu include (list is subject to change):  
• Payroll Delivery Form – Select method of pay (direct deposit or pay card) 
• Flagstaff Minimum Wage – For team members working 25 hours or more in a 

calendar year within the city limits of Flagstaff 
• W-4 Form – Select Federal tax withholding 
• A-4 Form – Select Arizona tax withholding 
• Electronic Delivery Consent Form – Elect or decline online communications 

from Goodwill 
• Vol Self-ID (Disability & Veteran Status) – Self-identify a disability and/or 

veteran status. 
• 401(k) Acknowledgement – Accept or decline participation in 401 (k) plan  

These forms are generally filled out by a new team member; however, any Goodwill 
team member can log into HRSS and fill out a new hire form online. To change the 
information on file at any time, log in to HRSS and create and submit a new form.  
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PAYROLL DELIVERY FORM 

 

The pay period begins on Sunday, runs for 2 weeks, and then ends on a Saturday. Pay 
day is the Friday after a pay period ends. 

You have the option to select how you want to receive your paycheck, either by direct 
deposit or pay card.  

To complete this form for pay card or direct deposit: 
• Type the last 4-digits of your SSN and then proceed with either the pay card or 

direct deposit steps below. 

PAY CARD STEPS 

 

 

For the pay card option, follow these steps: 
1. Choose the pay card option from the drop-down menu. 
2. For pay cards, Bank of America requires a physical address. Type the Street, 

City, State, and Zip Code.  
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PAY CARD, CONTINUED 

 

 

                                                       Sample Account and Routing Number Example 
 

3. Ask your manager for a pay card. Managers must keep pay cards in the safe. 
4. Type the Routing Number and Account Number in the correct fields (see 

screenshot above).  
o The account and routing number is found on the back of the page 

containing the physical pay card. Do not use the account number 
printed on the card. Instead, look for the Bank Account Information box. 

 

 

 

5. To finish, select I agree from the Do You Agree? drop-down menu. If you 
choose No, an error displays.  

6. Click Submit Request to submit the form. 
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DIRECT DEPOSIT STEPS 

 

For the direct deposit option, follow these steps: 
1. Choose the direct deposit option from the drop-down menu. 
2. Choose One or Two from the Number of Account Deposits drop-down menu. 

One Account Example 
 

 

3. The Sample Account and Routing Numbers and Bank Account 1 Information 
section display. Type or select the following information: Bank Name, Account 
Type, Account Number, Account Number Again, Routing Number, Routing 
Number Again, and Deposit Net Pay. If you selected Two from the previous 
drop-down menu, two Bank Account Information sections display.  

 

 

 

When filling out the Account Number and Routing Number sections, make sure the 
information matches, otherwise, the fields titles flash and an error appears. 

 

If any error exists for the pay card or direct deposit option, the following error displays. 
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Two Accounts Example 
 

 

 

4. This option also requires you to select which account you want to your 
Deposit Net Pay and an additional Deposit Amount for the other account. 
o You can only select Yes for one account, otherwise an error appears.  
o When you select No in the Deposit Net Pay field, you also need to type a 

deposit amount in whole numbers only. 

EMPLOYEE AUTHORIZATION SECTION – FOR ONE OR TWO ACCOUNTS 

 
 

5. After filling out or selecting all required information above, click the Do You 
Agree checkbox. This is your electronic signature so make sure what you have 
filled out in the form is correct. 

6. Click Submit Request to submit the form. 
 

REVIEWER VERIFICATION 
 

Direct deposit also requires someone to verify that the account and routing numbers 
were typed correctly. Before this form can be submitted, a Manager must select or type 
their name in the Reviewer field and select Yes, I verified account and routing numbers 
from the Reviewer Verified field.  
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FLAGSTAFF MINIMUM WAGE 

 

 

This form is notifying all team members that if they are performing or expected to 
perform twenty-five (25) hours or more of work in a calendar year within the city limits 
of Flagstaff, AZ regardless of the employer’s location they must fill out the Flagstaff 
Minimum Wage Form. 

The required fields on this form are Employee Start Date, Employee Signature, 
Employee Representative Name, and Employee Representative Signature. 

Click Submit Request to submit the form.  
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FORM W-4 

 

Form W-4 is a federal form that tells your employer what amount of your paycheck to 
withhold for federal taxes.  

Your employer is not allowed to give you advice on what withholding status to claim. If 
you are unsure of what is appropriate for you, you can always consult a tax expert for 
help and then complete a new online form. It is your responsibility to check your 
earnings statement and make sure that the correct withholding status is listed. 

This form has three main sections: personal information, allowances and additional 
amount, and the electronic signature.  
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W-4 FORM, CONTINUED 

 

To fill out Form W-4, follow these steps: 
1. Under the Step 1: Enter Personal Information section, type or select the 

following: SSN, Street, City, State, and Zip Code. 
2. In the 1(c) Marital Status field, select your Marital Status from the drop-down 

menu. The IRS uses one of two tax tables to determine how much tax to take 
out: the single tax table withholds a higher rate than the married tax table. If 
you are married, but are legally separated or your spouse is a nonresident 
alien, select Single. 

 

 

Only complete Step 2: Multiple Jobs or Spouse Works if one of the following applies to  
your situation: 

• You hold more than one job at a time 
• Your filing status is married filing jointly and your spouse also works 

As stated on the form, the correct amount of withholding depends on income earned 
from all of these jobs. 

3. If there are only two jobs total, check the box.   



HRSS New Hire Forms Reference Guide 

Learning and Development Page 9  Rev. 02/2020 

W-4 FORM, CONTINUED 

 

4. Under the Step 3: Claim Dependents section; enter the total number of 
allowances you want to claim in the first field and second field, if applicable.  

5. Add the amounts from the first and second field and type it in the third field. 
 

 

Only complete Step 4 (optional): Other Adjustments, if one of the following is 
applicable for your situation: 

• If you want tax withheld for other income you expect this year that won’t have 
withholding, type in an amount in the 4(a) Other Income (not from jobs) field.  

• If you expect to claim deductions other than the standard deduction and want 
to reduce your withholding, use the Deductions Worksheet on page 3 and type 
in an amount in the 4(b) Deductions field.  

• If you want to have additional federal tax withheld each pay period, type in an 
amount in the 4(c) Extra Withholding field.  

• If you want NO federal tax withheld and meet the conditions stated on the 
form, write Exempt in the Exempt field.  

Important: You cannot have other adjustments and be exempt. So if you enter 
information in ANY of the fields above AND type Exempt, the Exempt field takes priority 
in the ADP system.  
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W-4 FORM, CONTINUED 

 

6. After filling out or selecting all required information above, click the I Do 
Declare checkbox. This is your electronic signature so make sure what you 
have filled out in the form is correct. 

7. Click Submit Request to submit the form. 
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FORM A-4 

 

Form A-4 is a state form that tells your employer what amount to withhold for state 
taxes. It is based on a percentage of your gross taxable wages of each paycheck. 

Your employer is not allowed to give you advice on what withholding status to claim. If 
you are unsure of what is appropriate for you, you can always consult a tax expert for 
help and then complete a new online form. 

The amount taken out of each paycheck is different each time because it is based on a 
percentage of the number of hours worked and overtime, if relevant. It is your 
responsibility to check your earnings statement and make sure that the correct 
withholding status is listed.  

To complete this form: 
1. Type or select the following: SSN, Street, City, State, and Zip Code. 
2. Choose a tax withholding option Box 1 or Box 2.  
3. If you want state tax withheld, check Box #1, then select a withholding rate 

percent from the Box 1 Options drop-down menu. The lower the percent, the 
less tax will be withheld. 

4. If you want to have additional state tax withheld, check the box below the 
withholding rate and type in an amount in the Extra Amount field.  

5. If you want NO state tax withheld, check Box #2 
6. After filling out or selecting all required information above, click the I Certify 

checkbox. This is your electronic signature so make sure what you have filled 
out in the form is correct. 

7. Click Submit Request to submit the form.  
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ELECTRONIC DELIVERY CONSENT 

 

 

 

This form tells Goodwill how you would like to receive documents that are required by 
law to be provided (e.g., Benefits and 401k). You have the option to choose electronic 
(email) delivery or paper (mail) delivery. One of these options must be selected, 
otherwise an error appears. 

If I consent is selected, communications are sent to the default email address which is 
your goodwillaz.org email. If I choose not to receive information via electronic delivery 
is selected, written communications are sent via the mail.  

Click Submit Request to submit the form.  
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VOLUNTARY SELF-ID (DISABILITY & VETERAN STATUS) 

 

This form is required by the government.  The first part is asking you to self-identify if 
you have a disability; you may also choose I don’t wish to answer. The second part is 
asking you to self-identify if you are a Veteran. If you answer Yes to the Are you a 
recently separated veteran? Question, a calendar also prompts you to select a 
separation date.   

Click Submit Request to submit the form.  
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401(K) ACKNOWLEDGMENT 

 

 

This form is notifying all team members that they are eligible to enroll in the 401(k) plan 
offered by Goodwill of Central and Northern Arizona on the first day of employment – 
and can change their participation in the plan at any time. 

If you do not want to participate now, choose No, I do not wish to participate at this 
time.  

If you do want to participate, choose Yes, I do wish to participate please send me 
enrollment information. The Benefits department will follow up with you shortly and 
send you more information regarding the 401(k) plan. 

 Click Submit Request to submit the form.  
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OTHER LINKS 

There are also a couple of links available under the New Hire Forms menu that can help 
you manage your form submissions. They are My Submissions and Forms & Training 
Completion Checklist. 

 

Any Goodwill team member can click the My Submissions link to access and check what 
form information they have on file if they initially filled out the form(s) online. 

 

Any Goodwill team member can click the Forms & Training Completion Checklist link to 
validate his/her completion status of required new hire forms and training (list subject 
to change). New hires must complete the items on this checklist on his/her first day. 
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OTHER LINKS, CONTINUED 

 

To search, either type a name in the Employee field or use the magnifying glass icon and 
scroll to the desired name. 

The items that have been finished have the Date Completed field populated.  Any 
missing forms or acknowledgments have a Missing error below the Date Completed 
field highlighted in red. 

Note: Anytime an item is updated, the new completion date displays. 
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