i-iELPSIDE USING THE HELPSIDE TOOLS WEBSITE

Congratulations on your new position! We look forward to having you join our team.

Your employer partners with Helpside for employee benefits, human resources support, and payroll and tax
administration.

To begin the onboarding process, you will receive an email from Helpside with instructions for completing online
employment documents (tax withholding, 1-9 form, direct deposit, etc.).

To complete your onboarding you will need:

Your full name
Your mailing address
Your email address

Y our phone number

Your bank account number and routing number for direct deposit

Click on Complete New Employee Onboarding Process in the email from Helpside to get started

Click on Complete New Employee Onboarding Process in the email from Helpside to get started

HELPSIDE

Congratulations,

Your employer has teamed up with Helpside to provide HR outsourcing services. One of the services we provide to businesses is the management of new employee onboarding. This
process provides us with the information we need to process payroll for In-house. Please click the link below to start the employee onboarding process. Please be sure to complete all the
applicable sections. The new employee onboarding process will take 15 to 20 minutes to complete. it will be helpful if you have your information for direct deposit (bank routing number and
account number) readily available.

Please click the link below to continue the process.

Complete New Employee Onboarding Process

If you're having trouble clicking the link above, copy and paste the URL below into your web browser.

Employ nagement/EnterEmployeeOnb 2

https://localhost:44 lock=1078&key=7f3e908f-d4e8-402h-ac28-95105b:

If you have questions or concerns while you are completing the new employee onboarding process, please contact our Client Success Team via phone at (801) 443-1090, email at
service@helpside.com or live chat on our website at www.helpside com. Our customer service hours are 8:00 am - 5:00 pm Monday through Friday.

Thank you

HELPSIDE

395 W. 600 N. Lindon, UT 84042
Local: 801-443-1090
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Logging in to Helpside Tools

The Helpside Tools website will give you easy access to the information that is most important to you such as
paycheck stubs, benefits information, and annual pay summaries. It will also allow you to make updates to
personal information online, such as your address, phone number, W-4 tax withholding, direct deposit account,
and email address.

Go to: helpside.com

Click on Employee and then Employee Tools

HELPSIDE - v <on wvproven « | [ ovmoves « | Q

Taking Care*Of )(: '

Small Busmess. ’

BUSINESS SUCCESS )

s R

We help you take -
care of your people. R | |

Enter the username and password you created when you completed your onboarding and click Sign In.

HELPSIDE

Sign In

Welcome back! Please sign in below with your Helpside account 1o aceess the Helpside Teols.

[ Keep Me Signed In EOrgot Usernams of passw! Qrd:
Eegister for A nt

( signin -

[] show Password

'mnetarobot
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Viewing or Printing Your Pay Stubs

After logging in you will be taken to the main dashboard seen below. To view a recent paycheck stub, click on
Stub next to the date you wish to see. This will download a PDF version of the pay stub.

é MOST RECENT NET PAY

Good afternoon, Eden
Khaki.

Eden Khaki

¢ at your pay, time off, and what n
Helpside Tools Dema

Deposited Thursday, June 18, 2026
attention tod

. . B View Pay Stub 2 Paycheck History
B View Profile @ show amounts

s proxied into this

account.
$ Payroll Paycheck History Time Off
Recent paychecks
NEEDS ATTENTION 160-00
[, \
B E stub Paid Time Off

Deposited 06/18/2026 - May 31 — Jun 13

Documents to Sign
[ g

1 awaiting your signature View Details|->

B Esub ) (&) (e
QUICK LINKS Deposited 06/05/2026 - May 17 — May 30 -
7 Benefit Information & Forms
.
B B Stub L=
& Document Center Deposited 05/22/2026 - May 3 - May 16 - -

Q. Find a Provider

(7 TalentLMs L Deposited 05/08/2026 - Apr 19 — May 2 Bsub ) (&)
(7 PrismHR Payroll Software )
[ Wages onDemand (ZayZoon) L ;e‘;:sned 04/24/2026 - Apr 5 — Apr 18 Bosue &)
®, Feedback Form
B Incident Report of Work-Relate...
@ Company Links & Documents ! Announcements

To view another pay stub, click on Paycheck History. Then, click on Download Pay Stub (PDF) to download.

Manager B Company =

HELPSIDE  #‘tome Employee

Paycheck History

Eden Khaki o
Helpside Tools Demo Show 10 Rows Filter: | |

B View Profile
u_ = _

s proxied into this
account 01/02/2026 $14,230.77 $3,922.05 $89.75 $10,218.97 View Details/Craphs
View Pay Stub (PDF)

Download Pay Stub (PDF)

D 01/16/2026 $14,230.77 $3,922.04 $89.75 $10,218.48 View Details/Graphs
NEEDS ATTENTION N
View Pay Stub (PDF)
i Download Pa
g Decuments to Sian N v.Stub [PDE)
1 awaiting your signature °
D 01/30/2026 $14,230.77 $3,922.04 $0.00 $10,308.73 View Details/Craphs
View Pay Stub (PDF)
QUICK LINKS
Download Pay Stub (PDF)
%* Benefit Information & Forms
D 02/13/2026 $14,230.77 $3,922.04 $89.75 $10,218.98 View Details/Craphs
& Document Center View Pay Stub (PDF)
) Download Pay Stub (PDF)
Q. Find aProvider
7 TalentLMs O 02/27/2026 $14,230.77 $3,922.05 $89.75 $1021897  View Details/Craphs
View Pay Stub (PDF)
[7 PrismHR Payroll Software Download Pay Stub (PDF)
2
(5 Wages on Demand (ZayZoon) D 03/13/2026 $14,230.77 $3,792.05 $451.00 $9,987.72 View Details/Craphs
®, Feedback Form View Pay Stub (PDF)
Download Pay Stub (PDF)
B Report of
D 03/27/2026 $14,230.77 $3,792.03 $543 50 $9,895 24 View Details/Craphs
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HELPSIDE

Changing Your Address
To change your address, click on Personal and then Personal Information.

A Home Employee a4 Manager A Company B

HELPSIDE

| Personal = Personal ‘ s
i Your profile, tax forms and account access.
S Payroll
Eden Khak
Helpside Tool: % Time Off
onal Information rect Deposits Driving Information
B View profi ¥ Benefits

Employment Information Federal Tax W-4 Sign-in Information

2% External Tools

Emergency Contacts State Tax Forms View Signed Documents

3 proxi .
account. ) Contact Us ew Details/Graphs
v 2w Pay Stub (PDF)
Proxy

wnload Pay Stub (PDF)

2w Details/Graphs
View Pay Stub (PDF)
Download Pay Stub (PDF)

neeps arrenTion @)

" Documents to Sign
1 awaiting your signature ~
‘ 01/30/2026 $14,230.77 $3922.04 $0.00 $10,308.73 View Details/Graphs
View Pay Stub (PDF)

QUICK LINKS
Download Pay Stub (PDF)

Scroll down to Resident Address and make any changes. Then click Submit

Resident Address

#is proxied into this
account.
This must be the current, physical address where you reside/live. It cannot be a PO Box address.

*Address Line 1

NEEDS ATTENTION .
3 American Ash Center

& Documents to Sign N Address Line 2
1 awaiting your signature
QUICK LINKS )
*ZIP Code City State
7 BenefitInformation & Forms 84403 Ogden uT

& Document Center

C. FindaProvider Mailing Address

(7 TalentLMs Same as Resident Address

(7 PrismHR Payroll Software

(7 Wageson Demand (ZayZoon) Tax Forms Mailing Address
®, Feedback Form Same as Resident Address

&

Incident Report of Work-Relate...
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Changing Your Name or Social Security Number

To change your address, click on Personal and then Personal Information.

HELPS'DE A Home Employee 2\ Manager B Company 52

3

Personal
Your profile, tax forms and account access.

S Payroll
Eden Khak
Helpside Toolt % Time Off
Personal Information rect Deposits Driving Information
i ¥ Benefits
B view prol Employment Information Federal Tax W-4 Sign-in Information
2% External Tools
Emergency Contacts State Tax Forms View Signed Documents

| Personal

is proxi
account ) Contact Us ew Details/Graphs
2w Pay Stub (PDF)

i | wnload Pay Stub (PDF)

P ew Details/Graphs
neeps arrention () % boy stub (DR

" Documents to Sign Download Pay Stub (PDF)

1 awaiting your signature
01/30/2026 $14,230.77 $3922.04 $0.00 $10,308.73 View Details/Graphs
View Pay Stub (PDF)

QUICK LINKS
Download Pay Stub (PDF)

Then click on Name or Social Security Change

Preferred Name

August

*Birth Date
08/23/1991 -1

[ s SN
o ¢

Complete the form and type your full name to sign. Then click on Submit.

Social Security Number
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Changing Your Direct Deposit Account

To change your direct deposit account, click on Personal and then Direct Deposits.

i-iELpsIDE # Home 2\ Manager B Company >

. I ® Personal ® Personal
Your profile, tax forms and account access

S Payroll
Eden Khak

Helpside Tool: T Time Off

Personal Information Direct Deposits _ Driving Information | 8
B View Profile % Benefits

Employment Information Federal Tax W-4 Sign-in Information

2% External Tools

Emergency Contacts State Tax Forms

View Signed Documents
is proxi

account. 2y Contact Us

ProxyV

NEEDS ATTENTION o

. Social Security Number
B Documents to Sign

> Show SSN
1 awaiting your signature . n D

From this screen you can add a new direct deposit account or edit or delete an existing direct deposit account.

Direct Deposits

If you make any changes within 48 business hours of your pay date, they may not be reflected on your upcoming paycheck. Please contact

Eden Khaki Helpside (801) 443-1090 if you have any questions.

Helpside Tools Demo

Usage of direct deposit is contingent upon your employer's participation. Click the "Add Direct Deposit / Pay Card” button to provide your direct
8 Virw Brofile deposit information or enroll in a new Pay Card account through Helpside
dinto thi If you have a Pay Card from a previous employer, you must enroll in a new Pay Card account through Helpside if you wish to use Pay Card for
S proxied into S . il e
A CTAT direct deposits, We are unable to deposit into existing Pay Card accounts, Contact us at service@helpside.com or call (801) 443-1090 for
assistance.

_ Add Direct Deposit / Pay Card
NEEDS ATTENTION

Documents to Sign
[ g9

QUICK LINKS **+4+1234 (Checking) Balance

Active Edit Delete
124300699 (STATE BANK OF SOUTHERN UTAH)
7 Benefit Information & Forms
*#*#4%0123 (Savings) Fixed $100.00 Active Edit Delete
& Document Center 124300327 (CENTRAL BANK)
Q. Find aProvider **ax4B6T (Savings) Percentage 5% Active Edit Delete

.
TalentLMS 324379705 (JORDAN CREDIT UNION)

[y

[ PrismHR Payroll Software
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Changing Your W-4 Tax Withholding

To change your W-4 tax withholding, click on Personal and then Federal Tax Forms or State Tax Forms
depending on which tax withholding you would like to change.

HELPSIDE  #'ome

Eden Khak
Helpside Tool: % Time Off
B View Profile @ Benefits
s proxi
account ) Contact Us
oxy V

NeeDs ATTENTION )

® Documents to Sign
1 awaiting your signature

S Payroll

2¢ External Tools

Employee &% Manager B Company (2

Personal b

Your profile, tax forms and account access.

&, Please contact

Personal Information Driving Information

) provide your direct

Direct Deposits
Employment Informe Federal Tax W-4
Emergency Contacts State Tax Forms View Signed Documents

)use Pay Card for
:43-1090 for

—
| Add Direct Deposit / Pay Card

From this screen you can fill out the forms. Make sure to click Submit once you have made your changes.

Eden Khaki
Helpside Tools Demo

B View Profile

is proxied into this
account.

NEEDS ATTENTION

®B Documents to Sign
1 awaiting your signature

QUICK LINKS

% BenefitInformation & Forms

v

Document Center

Jo)

Find a Provider

=

TalentLMS

&

PrismHR Payroll Software

=

Wages on Demand (ZayZoon)

o

Feedback Form

B ident Report of k I

Federal Tax (W-4) Forms

=

Helpside cannot provide guidance on how to complete Form W-4. For assistance, please visit the IRS website at wwwv.irs.gov or consult a
certified public accountant (CPA). If you're experiencing technical issues filling out Form W-4 in Helpside Tools, you're welcome to contact
us for support.

If you make any changes within 2 business days of your pay date, they may not be reflected on your upcoming paycheck. Please contact
Helpside (801) 443-1090 if you have any questions.

Form W-4 Employee’s Witholding PDF (for your information)
Form W-4 Instructions 2026
Privacy Act and Paperwork Reduction Act Notice

1 Enter Personal Information

Eden August Khaki
3 American Ash Center
Ogden, UT. 84403

Social Security Number

150-03-4015

Does your name match the name on your social security card? If not, to ensure you get credit for your earnings, contact SSA at 800-772-1213 or
go to www.ssa.gov

* Filing Status

Married Filing Jointly (or Qualifying Widow(er)) e

Select Head of Household only if you're unmarried and pay more than half the costs of keeping up a home for yourself and a qualifying individual
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Viewing or Printing a Copy of Your W-2

To download a copy of your W-2, click on Payroll and then Tax Documents.

HELPS'DE Home a Employee &, Manager @ Company =

@ Personal < Payroll ]

Paychecks, compensation and tax documents
| S Payroll E
Eden Khak
Helpside Took % Time Off |

Paycheck History Total Compensation Tax Documents
- - 2 Benefits
View Profile - 1
8 Annual Summaries Compensation Summary

®

#% External Tools
Is proxi
account. {2} Contact Us

xy ¥

NEEDS ATTENTION

& Documents to Sign

1 awaiting your signature
S Payroll Paycheck History & Time Off
Recent paychecks
QUICK LINKS
% Benefitinformation & Forms oveee . 160.00 FS AVAILA
L] B stub &) (e Paid Time Off

Deposited 07/03/2026 - Jun 14 - Jun 27
& Document Center

View Details -
Q. Find a Provider ] baatidd B Stub X I~
. Deposited 06/18/2026 - May 31 - Jun 13 : =
[/ TalentLMS

7! PrismHR Payroll Software seeess
“ v B _ Esu ) (&) (I
Deposited 06/05/2026 - May 17 - May 30

From this screen you can choose a year list and click to download a W-2 for the selected year.

Tax Documents

W-2 Download

Click on the link(s) below to download a W-2

- (e

(2 2021
(& 2020
[ 2019



i‘iELPSlDE USING THE HELPSIDE TOOLS WEBSITE

Enrolling in Benefits

To access the Benefits Enrollment tool, click on Employee and then Benefits Enroliment.

HELPSIDE A Home Employee &% Manager A Company B3

@ Personal G Benefits
- Coverage, retirement and enrollment.
S Payroll
Eden Khak
Helpside Tool: T Time Off
Benefits Summary Dependents/Beneficiaries Benefits Enroliment
" " Benefits
Vi Profil
0 View prafil: Retirement Summary FMLA Request Form
2% External Tools
FSA & HSA Information and Forms
3 proxi B
account. 27 ContactUs
xy V

NEEDS ATTENTION

g Documentsto Sign
1 awaiting your signature

QUICK LINKS

% Benefit Information & Forms

v

Document Center
Q. Find aProvider
[7 TalentLMS

(7 PrismHR Payroll Software

Click on Go to Benefits Enroliment

Benefits Enrollment

Welcome to Benefits Enrollment. If your company participates in benefit plans sponsored by }

side, you may enroll in benefits by clicking the link below

e thee d.

may enrell or change Helpside spo

0 fits, They include

Newly Eligible Employees

New employees and employees wha expenience rt-time to full-time

Qualifying Events

it you or a family member have exper jowing qualifying life events within the past 60 days and wish to modify your benefits enrollment, please contact Helpside at 1-800-74!

hip for Health [nswrance)
Open Enroliment

The yearly pericd when you can enroll in o make chang

1 you have any. about enrolling in beg

or 8014431090

Co to Benefits Enroliment |
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From here you will be taken to the Online Benefits Enrollment Tool. This has all the information for available
benefits including plan descriptions, pricing, and some helpful videos. After reading the introduction, click on
Next.

Your selections will not be submitted for processing until you have confirmed your elections and you receive
the confirmation pege.

On the Dependents screen, click on the Add Dependents button to enter the information for any
dependents you would like to participate in any of the available benefits options. For each election, you
will be able to choose from the dependents added on this screen to participate. Once you have added all
possible dependents, click on Next.

On the Dependents screen, click on the Add Dependents button to enter the information for any dependents
you would like to participate in any of the available benefits options. For each election, you will be able to
choose from the dependents added on this screen to participate. Once you have added all possible dependents,
click on Next.

Dependents

Please review and list eligible dependents vou would

Eligible depend

na | born child

0inc ter children and children of legal guardians if cerlain conditions sre met, Please

contact Helpside for additional information

If you have not yet obtained a Social Security Number for your dependent, please contact us for instructions.
Enroliment periods will not be extended in cases where the Social Security Number is not available. Providing
inaccurate Social Security Numbers will cause a delay in coverage and claims processing.

Before naming a bensficiary. please note that in the svent of a claim, procesds will not be relessed to a
heneficiary under 18 years of age. For more inft tact Helpside.

Name Age Gender Student Tobacco User Disabled
i 29 Female No No No

4 Female No No No
Daughte
e 2 Female No No No

* Spouse Is selectec
+ Add Dependent 1 -
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Now you will navigate through each of the screens for the available benefits options. A running total of the
monthly premiums for your elections will be shown at the top of the screen.

If you do not want to participate in a particular option (for example, you do not want dental coverage) click on
the waiver box before clicking Next to advance to the next screen.

You will not be able to navigate past the Life Insurance screen until you either enter a beneficiary or waive
coverage. If coverage is waived, this can be changed later.

You must either make an election or choose the waiver box for each benefits option in order to complete your
enrollment.

Once you have completed all the available benefits options, you will be taken to your Benefits Summary. Here
you can see your monthly premium total as well as your selection for each benefit.

Benefits Enrollment Benefit Summary Running Total
©Q vl Please review your sefected benefits.

Click ‘Subait’ to go to the last step of the enroliment process

Dependent Medical & Edn

i @ @ 0 O
<

Along the left side of the screen, you will see a navigation menu. A green check mark means that a benefit has
been elected or waived. If you missed an option, you will not be able to click on Submit to finalize your
enrollment until you either mark and election or check the waiver box. Click on the benefit to revisit that page
and make your election or waiver.

Once you submit all your elections, you will be taken to a final confirmation screen.
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On this screen, you will need to read the terms and conditions, scroll down and check the box for the enrollment
confirmation that says | have read and understand the above statements. Then type in your full name (as shown

in the upper right-hand corner of the screen) and then click on Complete Enroliment to submit your elections to
Helpside for processing.

Please save a copy of your enrollment for your records.

' Electronic Signature

| acknowledge that my benefit elections have been completed for the current plan year and | agree to
the corresponding payroll deductions as indicated.

To sign, please entar your full name as it bapemrlbe:cw

< Back Complete Enroliment

If you have any questions, please contact a member of the Client Success team at Helpside at 1-800-748-5102 or
service@helpside.com.
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