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Gusto Payroll Setup Guide for Contractors

The contractor will receive an email from Gusto with a link to set up their profile. If the
email is not in the inbox, they should check their Junk or Spam folder.

Gusto Help Relieve Staffing LLC pay you for your hard work - Gusto Action required Hi Rosie, Relieve Staffing LLC uses Gusto to pay you for your hard work. To get started, please set up your Gust.

Open the email and click on the Complete Set-Up button

gusto

Action required

Hi Rosie,

Relieve Staffing LLC uses Gusto to pay you for your hard work. To get
started, please set up your Gusto account.

Complete Setup

With a Gusto account, you'll be able to view payments and tax forms, as
well as update your personal and bank account information.

Welcome to the team and welcome to Gusto.

Sincerely,
The Gusto team
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3. Follow the prompts to create a secure password for your Gusto account.

gusto

Welcome to Relieve Staffing LLC's
payroll system. Get started by choosing
a secure password at least 8 characters
long. Don’t use a password from
another site, and don’t include any
personal information such as your
name or date of birth.

Password

| |

Re-enter password
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4. You can choose to enable two-step authentication for added security or skip this step.

Set up two-step authentication to
secure your account %

Setting up two-step authentication only takes a minute, and it's the
simplest and most effective way to help keep your account secure. ——

Set up two-step authentication

Skip for now

What is two-step authentication?

When you sign in to Gusto, you simply enter a code that we send to your device. This prevents other
people from accessing your account. Learn more.

Why do | need to set up two-step authentication?

We now require you to set up two-step authentication to keep your account as secure as possible. Two-
step authentication has been shown to protect against 96% of phishing attempts.

Based on a 2019 security study by Google
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5. Enter Contractor Information.
You will be required to provide the following details:

Personal Information

o}
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Preferred Name

Full Legal Name

Pronouns

Social Security Number (SSN) — issued by the SSA

Date of Birth

Recovery Email -This will help you get back into your account if you're
locked out.

Phone Number

Current Home Address

Payment details

O

o O O O

Payment Method: Direct Deposit (Only Available Method)
Account Type (e.g., checking or savings)

Routing Number

Account Number

Confirm Account Number

Documents

You may be asked to upload documents such as:

o]
o]

Form W-9
Direct Deposit Authorization Form

Review: Carefully review all information entered. Once confirmed, complete the
setup process.
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