
SummerWorks Hiring Workshop
Disclosures, Timesheets, Taxes, and I-9 Documentation 

Welcome!



Session Topics
Here’s what we’ll cover in today’s session.

Introduction
Welcome / Introductions1

Payroll Overview
Setting up your profile in the payroll system and information about getting paid2

How we share your information, waived benefits, Covid-19, and confidentiality
Participant Acknowledgements3

Taxes and the W-4 Form
Taxes and payroll deductions4

I-9 Verification
A form which establishes your identity and eligibility to work in the U.S.5



Disclaimers and Cautions

Eligibility
Check

Tax 
Information

To complete the 
hiring process, you 
will be asked to visit 
a location and show 
documents that 
establish both your 
identity and eligibility 
to work in the United 
States.

In this session, we’ll 
provide general 
information on how to fill 
out the W-4 Form. This 
information isn’t intended 
to replace the advice and 
guidance of a tax 
professional or a parent or 
guardian.

Paperwork
Completion

All of the paperwork 
in today’s session 
must be completed 
in order for you to 
work.



Using Zoom

Nonverbal feedback 

Polling

Zoom menu

Update your name



You Are Here
Congratulations on making it this far! Let’s remember all that you’ve accomplished to get here.

Orientation

Matching

Program Application

You are here
Hiring Workshop

Meeting your Coach

Go to work!
Verify 

Eligibility to 
work in U.S.

Get Paid!
Meet with 

Liaison/Worksite 
Supervisor for 

workplan



Payroll Overview

How to get paid for the time you worked.

Step 1: 
Account Set Up

Step 2: 
Payment Options

Step 3:
Enter Hours

Step 4:
Get Paid

You will need an 
account in the 
payroll system to 
record your time 
worked. We’ll set 
that up today!

Your options for 
getting paid are Pay 
Card or Direct 
Deposit.

Record hours 
worked in the payroll 
system on Sunday
each week.

Your pay will be 
deposited in your 
bank account (direct 
deposit) or on your 
Pay Card every other 
Monday.



Payroll Account Set Up



Payroll Account Set Up



Payroll Account Set Up



Payroll Account Set Up



Payroll Account Set Up





Activity: Set Up Your Payroll Account

Go to https://www.summerworkspayroll.org/1

Click the START button under Enter Application2

Complete your registration information. Make note of your password.3

You will have 5-10 minutes to complete the following activity:

4 When you have finished, type in the chat: “Account created!”

https://www.summerworkspayroll.org/


Step 2:  Payment Options

Direct Deposit

4

VISA Pay Cardor



Step 2:  Pay Cards

4

Pay Cards will be given to all participants who do not successfully sign up for Direct Deposit.



Step 2:  Pay Card Activation

4

o Open the envelope
o Call the number on the card
o Or, go to www.paychekplus.com
o Enter the 16 digit card number
o Enter your 8 digit date of birth – month, day, year
o Enter the last 4 digits of your SSN
o Select a PIN (Easy for you, hard for someone else to guess!)
o Ready to use!

http://www.paychekplus.com/


Step 2:  Pay Card Transaction Types 

4

• Store Purchases
– With or without cash back

• Teller Withdrawal
• Transfer to Bank Account
• Savings Option
• ATM Withdrawal



Step 2:  Pay Card AllPoint ATM App

4

Use Allpoint ATM to take out $$ without fees!



Step 2:  Pay Card 
Prepaid Cardconnect App

4

Use Prepaid 
Cardconnect App to 
check your balance 

and track card activity!



ABA / Routing # Account #

Locate these #’s on your own checks to set up Direct Deposit.Step 1



Step 2:  Direct Deposit Sign Up

4



Step 2:  Direct Deposit

4

WE WILL TEST YOUR ACCOUNT
SET UP

If test fails, you will get paid on a paycard until
direct deposit is corrected.



Activity: Set Up Direct Deposit

Go to https://www.summerworkspayroll.org/1

Log onto your account.2

Enter your bank information3

You can complete this on your own or with the help of your coach.

4 When you have finished, 
raise your hand in the 
Zoom chat.

https://www.summerworkspayroll.org/


Step 3: Enter Hours Maximum of 8 Hours per Day, 40 Hours per Week
Ask Coach if you need help!



Step 3: Enter Hours – Closest 15 minutes

For example:       5 minutes = .25
30 minutes = .50
45 minutes = .75

• - If you worked 4 hours and 13 minutes, you would put 4.25
• - If you worked 7 hours and 26 minutes, you would put 7.50 
• - If you worked 5 hours and 47 minutes, you would put 5.75



Step 4:   Timesheet Entry EVERY SUNDAY

If you work next week 



Session Topics
Here’s what we’ll cover in today’s session.

Introduction
Welcome / Introductions1

Payroll Overview
Setting up your profile in the payroll system and information about getting paid2

How we share your information, waived benefits, Covid-19, and confidentiality
Participant Acknowledgements3

Taxes and the W-4 Form
Taxes and payroll deductions4

I-9 Verification
A form which establishes your identity and eligibility to work in the U.S.5



Participant Acknowledgements:

Authorization to Share 
Personal Information

Benefits 
Waiver

Covid-19 
Acknowledgement

Confidentiality 
Agreement

Permission to share information between us, your coaching 
agency, and the work site. We need to do this to better 
support you.

Work experiences in this program are not eligible for benefits 
or unemployment insurance.

Acknowledging the risks associated with COVID-19 and taking 
appropriate safety measures as outlined by the Emergency 
Protocol in the SummerWorks handbook.

You agree to keep information that you learn about the 
company you are working for confidential.



Taxes
Taxes are fees that you must pay on the money you earn. Taxes that are deducted from your 
pay are used by the government (both federal and state) to pay for programs and services 
for us all. Here are some examples of what your taxes pay for:

National Defense Public Schools Social Security Medicare/Medicaid

Police & Fire Job Training Construction Scientific Research





W-4 Step 1: Enter Personal Information

• This step is required for everyone.
• Double check that the name matches your Social Security Card.
• Make sure that the Social Security Number is entered correctly.
• Check the appropriate box in section (c).



SINGLE: Not married, legally separated or 
widowed with no dependents.  

MARRIED FILING JOINTLY:  Couples that have wed 
before the end of the tax year who will combine their 
income and file one tax return together.

HEAD OF HOUSEHOLD:  You paid more than half of the 
cost of keeping up a home for yourself and a dependent.  

FILING STATUS:



W-4 Step 2: Two Jobs or You & Spouse Work

• This step is used by those that are Married Filing Jointly AND whose spouse works.
• If you’re both working and earn a similar amount, check the yellow box at end of line (C).
• If you have 2 jobs or if your spouse is working (AND earns a different amount than you),

do the worksheet on page 3 of W-4 Instructions. (see link in chat)



W-4 Step 3: Claim Dependents

• This step is used by those that are filing as Head of Household OR Married Filing Jointly With Kids.

Total will 
autofill



W-4 Step 4: Other Adjustments

• This step is optional for EVERYONE.
• Line (a) - Used for those that have additional income, like interest from a bank account, stock

dividends, or retirement income.
• Line (b) – General rule is that if you don’t own a house or have any large medical bills, you would

leave this blank. You can use the worksheet on Page 3 if you are unsure.
• Line (c) – If you think that you are not withholding enough, you can opt to withhold more here.



W-4 Step 5:       Sign the Form

• This step is required for everyone.
• Sign and date the form. The form is invalid without a date.
• The Employer fills out the Employers Only section.



OREGON W-4: Worksheet A



OREGON W-4: Certificate

Click to add text



I-9 Section 1
Proves Identity 
and Eligibility to 
Work in the U.S.





Use Scroll Up & Down with Smart Phone 



Activity 1: Fill Out the DocuSign Forms

Sign SummerWorks Acknowledgements Form1

Complete Federal W-42

Complete Oregon W-43

You will have 10 minutes to complete these four forms!  

Complete I-9 Eligibility to Work in US4

5 When you have finished, type in the chat: “DocuSign done!”



Session Topics
Here’s what we’ll cover in today’s session.

Introduction
Welcome / Introductions1

Payroll Overview
Setting up your profile in the payroll system and information about getting paid2

How we share your information, waived benefits, Covid-19, and confidentiality
Participant Acknowledgements3

Taxes and the W-4 Form
Taxes and payroll deductions4

I-9 Verification
Documenting that you are able to work legally in the United States 5



I-9 Form Process
To complete the I-9 process, you are required to bring your 
Identification / Documents to your appointment so that 
they can be verified in person.

Step 1: Complete the 
I-9 Form in DocuSign

Step 2: Make an 
appointment

Step 3: Bring your ID 
/ Documents to the 

appointment



Activity: Make An Appointment for I-9 Verification

Go to: https://www.eventbrite.com/e/summerworks-i-9-
verification-tickets-119185829023

1

Choose an appointment time2

Enter your name and email address3

You will have 5 minutes to make your appointment!  

Add the appointment to your calendar4

5 When you have finished, type in the chat: “Appointment made!”

https://www.eventbrite.com/e/summerworks-i-9-verification-tickets-119185829023


Step 3: Go to Your Appointment
1

Worksystems Address
Riviera Plaza
1618 SW First Avenue
Portland OR 97201

3 Bring your ID/docs!

Wear your mask!2



You have completed the Hiring Workshop!
Remember you CANNOT start working 

until we see your I-9 docs!
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