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Logging In & Access

What does my Onboarding look like?

£ Signin process Pt Onboarding

You will get an email from Rippling explaining how to access your account:

Rippling <no-reply@rippling.com>
tome -

Hi Maria,
(Company name) is now using Rippling as its hub for information about employees and contractors. We need to get you set up in the system, and make sure we've got all your information correct. It will only take a minute, we promise!
Create your Rippling account with this link (don't share the link, it's unique to you):

https:/fapp.rippling.com/register/w/gjzyz595r

The Rippling Team



Logging In & Access

What does my Onboarding look like?

O
+

2 Onboarding

Before you begin, collect the following information, which you'll need to complete your onboarding

Social Security Number

Emergency contact name and phone number

Direct deposit bank routing number, account number, and account
type

Tax Withholding Information

[-9 Documentation

A recent headshot or photo



Logging In & Access

Using your invite link:

Step 1 ® Use the link in your invite email to set up your
account. Once you click the link, use the code

to verify your email address and then create a

® Phone number - Enter your phone number and

o ® Once you enter the code, you will go directly
Add your personal phone number to Rippling to your R|pp||ng Dashboa rd
Your personal phone number will be used as a backup in case

you lose access to your email

Continue Personal phone number
+1US v

By clicking “Continue”, you agree to Rippling's User Terms of §  Select how you want to receive the code*

and Privacy Notice. O Text

Call

The code expires 15 minutes after you request it.

You are consenting to be contacted on the phone number selected
for the purpose of receiving an authorisation code. If you continue
with a text message, fees may apply from your provider.



Logging In & Access

Step 2

Enter your personal information

nformat vill become a part of

nly be used f jal, administrative, and other off

© Your privacy is important to us

Only you and admins who have required permissions will be able to
your information.

Legal name

Legal first name*

Tilly

Middle name

Legal last name*

Randall

Preferred name

Preferred first name

Preferred last name

Demographic information

Identified gender*

Male

o Female

@® Updating Personal & Demographic
Information:

O

Verify pre-filled information
provided by your employer for
accuracy.

If there are errors, make the
necessary corrections during this
phase.

Ensure that all sections are
completed to maintain a
comprehensive profile.

Review your entries carefully to
prevent future discrepancies.

For added security, double-check
sensitive information like your
social security number and contact
details.



Logging In & Access

Step 2 continued

Home address

© Provide a valid mailing address
Enter your mailing address as it's listed with the postal service. Your
address will be used for tax-related purposes.

Country*
United States

Address line 1

55 2nd Street

Address line 2 (optional)

Suite 1500
City* Zip*

San Francisco 94105
State*

California

Address Valid @

. Contact details

Phone number*

+1US Vv  555-423-1234

v Emergency contact’

Tristan Randall

1 Emergency contact phone number*

+1US v  555-423-2123

Address Details:

@® Ensure you enter all parts of your address,
including apartment or unit numbers,
street name, city, state/province, and
postal/ZIP code.

Emergency Contact:

® Provide their full name and phone number
for emergencies



Logging In & Access
SSN & Profile Photo

Step 3 ® Confirm/Add your SSN: This is required
information to ensure you get a paycheck
through Rippling

@® Add a photo or head shot: This will be
B vacaids: Bt used in the Company Directory and Org
)| pUrpos: h a Chart. Please keep the photo professional.

Personal information (continued)

Tax and Country Ildentifiers

Social Security Number

555-44-1234

Add a photo for the company directory

Put or ir best smile! Your phc s required for the company d
will a ised in internal comms and org charts. You can update
photo anytime

(@ Take a photo T, Upload from comp%?ter



Logging In & Access
Bank Account Information

Step 4 @® Add Bank account information: If this
information is not entered correctly, your
paycheck may not be deposited. Please
be sure the information entered is

Bank account information accurate.
Enter this information carefully. You can add multiple bank accounts and split your o Q q
paycheck between them. O il @ Contact your company admins if you have

questions about direct deposit or other
options of getting your paycheck.

Change Payment Mode

Nickname (optional)

t Mod Direct deposit

Beneficiary Account Name* @

Tilly Randall

Routing Number* @

021000021
**Note: You will see micro deposits of a
few pennies in your account. This is JPHORGANCRASE BANK 1A
Rippling verifying that your account is real Account Number*
and is nothing to be concerned about. 021000021345
Account Type*

Checking v



Logging In & Access
Multiple Bank Account Options

Step 4 Continued ® If you have multiple bank accounts you

will be able to add them at this time
@® You can distribute the check by % or flat

amount
Paycheck distribution
Distribute your paycheck by percentage or amount across multiple accounts to
meet your financial needs and goals. You can also add new accounts and drag and @ Edit distributi
drop each account to determine the order in which funds will be distributed. kbl

....... 345
100%
Paycheck distribution

Distribute your paycheck by percentage or amount across multiple accounts to
meet r financial needs and goals. You can also add new accounts and drag and
Sy anc D e poRSous ojacc e dreg ® Add account MOVE TO NEXT STEP

drop each account to determine the order in which funds will be distributed.

....... 345 v Percentage (%) M L -

Percentage (%) v Remainder



Logging In & Access

Step 5

Federal tax withholding elections

al W4 instr
v € tly. The IRS re
new form W4 in 2020 - read more to know what changed in the n

This is almost never the case, but are you exempt from federal income tax
withholding?*

Yes, I'm exempt from federal income tax withholding
o No, I'm not exempt

What's your filing status?*

o Single or Married filing separately
Married filing jointly
Head of household

Do you hold more than one job at a time, or are you married filing jointly and your
spouse also works?* @

Yes

°No

Do you expect to claim deductions other than the standard deduction and want to
reduce your withholding? (amount from line 4b)* @

iis information to complete your federal W4 form and calculate

Tax Information
® Federal & State Tax Information - Please

be sure to put any dependent amounts in
the correct section of the W4. The
question directly below is for additional
withholding

Do you expect to claim deductions other than the standard deduction and want to
reduce your withholding? (amount from line 4b)* @

$o0

Do you have any other income? (amount from line 4a)* @

$0

Would you like to claim any amount for dependents? (amount from line 3)° @

$0

Additional amount, if any, you'd like withheld from each paycheck (@amount from line

4c)*

$0

Add Non-resident Alien (NRA) under line 4c?* @

) Yes

°No

Add your Signature*

Draw your signature




Logging In & Access

Meet the Rippling Dashboard

111 RIPPLING rch or jump to..

2+ Hire

O- Offboard Cileicaccess () Search for apps
2 oar

s org o e + B 0 B 0 0 =~ 00 0O 6

Google W. Slack Asana Amazon ... Zendesk PagerDuty  Microsoft .. Expensify ~ Greenhouse  Salesforce  GotoMeet...

{:( Favorites >
@ Time 4
O sensiits > Hello, Joseph

Show more

Payroll >
B3 Finance >
Your Tasks View Tasks
ﬁ Talent >
&= i N ® Overdue Due within 7 days @ Due later ® Not viewed Viewed
24 4 0 20 24 0
Se HR >
. Pending ta-dos —
B pata >
E.‘-’_E Custom Apps > Analytics Feed
PLATFORM
B Tools 5 Q Search apps

Company settings >
- Rippling apps

* Collapse panel




Account Settings

Updating Your Locale, Region, Language

@® Click on your account icon in the top right corner
® Select Account settings > Select the Language & Region tab > Update Region, Language,

Time Zone.

My Account Settings

Security Notifications Language and region Appearance

Security settings
Employment verifications settings

RPass

R

Security settings

Make sure you can always access your Rippling account by keeping this

information up to date

Password

Multi-factor authentication &

Language and region settings

Region @

Language @

Time zone

Time zone @

United States (English)

Date format: MM/DD/YYYY

Time format: 12-hour clock (e.g. 2:00 pm}
Number format: 0,000,000

English (United States)

PDT (UTC-7) - America/Los Angeles

£ Edit

/ Edit



Account Settings

Notifications

Manage Your Preferences

Adjust your notification settings in the Notification
Preference Center of your Rippling account.
1. Log into your Rippling account.
2. Click your profile icon > Account Settings >
Notification Preferences Center.

3. Click the pencil icon to update your preferences:

@® Select which notifications you want to
receive.

® Choose whether to receive them via
email, in-app, or both.

® Set whether you'd like to receive
notifications in real-time or as part of a
daily digest.

4. Click Save to update your preferences.

Can | choose to receive some notifications as
a daily digest and others in real time?

Yes, you have full control over how and when you
receive different notifications. You can opt to receive
some alerts in real time and others in a daily digest.

Will | still receive urgent notifications by
email?

Rippling will not change your access to any urgent
notifications. Critical updates and urgent notifications
will continue to be sent immediately, either through in-
app alerts or email, depending on your preferences.



Account
Frequently
Asked
Questions

For more information, check out the Help Center
articles or ask your company administrator.

What happens if | get locked out of Rippling?

There are a few ways to regain access to your Rippling
account if you're locked out or if you no longer have your
MFA device. This article explains what to do in each
situation.

What if I've used Rippling with a past employer?

As long as the administrators at your former employer don't
delete your Rippling profile, you'll have access to Rippling
forever. When you click your name you'll be able to view
your information and access of both your current and
previous employer.

Where can | find my sighed documents?

Click your name and then select My Profile. In the
Documents tab you can View or Download all your
documents.


https://help.rippling.com/s/
https://help.rippling.com/s/article/360054483434#pw_reset
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for Employees



Time Off
Requesting on Browser

A Hire | To request time off, navigate to the Time
2 offboard Quiclaccess App via the web, choose the "My Time"
| g%y Org Chart - - B Option

ﬁ]\ﬁ Time Overview
fsana

You have the ability to do things like:

st Favorites > L MyTime k ® Request time off
® Time > P Schedules ® Check your available time off balance

® View Company holidays (under Overview
Q Benefits > [l Timecards 'h pany ys ( )
g8 Payrol ? Time Off Resources on Rippling Help Center

_ % Guide - How To Request Time Off
B Finance »
Your Tasks

ﬁl’ Talent >


https://help.rippling.com/s/article/360056299373
https://help.rippling.com/s/article/360056299373
https://help.rippling.com/s/article/360056299373
https://help.rippling.com/s/article/360056299373

Schedule time off

Select employee

° Joseph Jenkins

Leave details
Time off policy *

Time off policy

Start and end date”

[ Start

Provide a reason

Enter a reason

date

N

™ End date

Time Off

Requesting on Browser

v Select your leave type, and enter the

start/end dates of your leave. Select
custom hours if a different amount than 8
hours are required. Click Save.

Resources on Rippling Help Center
% Guide - How To Request Time Off



https://help.rippling.com/s/article/360056299373
https://help.rippling.com/s/article/360056299373
https://help.rippling.com/s/article/360056299373
https://help.rippling.com/s/article/360056299373

Scheduled time off
Jan 29 - Jan 30,2026 Upcoming >
Oct 15 - Oct 17, 2025 Upcoming >

Sep 25 - Sep 29,2025 Upcoming >

‘ Company holidays >

Schedule time off

(ﬂ@@ﬁ\j

Time Off

Requesting on Mobile

® Click on the Overview tab
® Click Schedule time off.
@® Complete the time off request details

oo O O O O

Time off policy. Use the dropdown menu to
select the appropriate time off policy.

Custom hours. Toggle this on if your request
includes partial days.

Start date. Select the start date (and time, if
custom hours were enabled) for the request.
End date. Select the end date (and time, if custom
hours were enabled) for the request.

Reason. Optionally, provide a reason.

Additional info. You may be prompted to upload
documentation verifying your leave request. Tap
Upload file(s) to add them from your device.

@® Click submit

Resources on Rippling Help Center
% Guide - How To Request Time Off



https://help.rippling.com/s/article/360056299373
https://help.rippling.com/s/article/360056299373
https://help.rippling.com/s/article/360056299373
https://help.rippling.com/s/article/360056299373

«— Schedule time off

Time Off

Requesting on Mobile

Select your leave type, and enter the
start/end dates of your leave. Select
custom hours if a different amount than 8
hours are required. Click Save.

Resources on Rippling Help Center
% Guide - How To Request Time Off



https://help.rippling.com/s/article/360056299373
https://help.rippling.com/s/article/360056299373
https://help.rippling.com/s/article/360056299373
https://help.rippling.com/s/article/360056299373

Requesting Time Off

Time Off FAQs

Why can't | submit my time off request?

You might be restricted if you lack enough hours in your available balance for the requested time. Some companies allow for
time off even if your balance is insufficient, often with admin approval. You also can't submit a request if it overlaps with
scheduled time off.

Can | submit a time off request for past dates?
Yes, but inform your manager or admin for any necessary payroll adjustments.

What if | no longer need a submitted time off request?
You can cancel a request before it starts by clicking "Cancel" next to the request.

Can | edit a submitted time off request?
You can edit pending or approved requests before they start by going to the Requests tab in the Time Off app. Once started
or in the past, contact an admin for changes.
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Payroll



Google W... Slack Asa

Pay - Browser 'ﬁf Favorites >
° Time >
View your Pay Stubs ©
Q Benefits > @ Payroll Overview |.h
To view all things related to your pay within the browser, | gf Payroll > 2, MyPay
navigate to Payroll > My Pay !
| B Finance > % Accounting Integrations
You have the ability to: | & Talent ,
® View each of your pay statements or download of
them from the right hand side. Elor >
24
. o My Pay
Update your Direct Deposit
Pay Bank Accounts Taxes Settings Exemptions
To view all things related to your pay within the browser,
navigate to Payroll > My Pay Pay stubs - 17

You have the ability to:
® Update your direct deposit from the “Bank Pay run Pay date &

Accounts” tab at the top. Aug 9th - Aug 22nd \ 08/11/2025

Jul 26th - Aug 8th 08/22/2025



Pay - Browser

Update Tax Settings

To view all things related to your pay within the browser,

navigate to Payroll > My Pay

You have the ability to:

Change or view your tax withholding

View your W2 (Available in 2025)

Change your Direct Deposit Information (Under
Payment Information)

More

Google W... Slack
jﬁf Favorites >
O Time >
Q) Benefits > () Payroll Overview
gf Payroll > 2, myPpay \
B Finance > % Accounting Integrations
{;:’ Talent >
= | 24
Pay  BankAccounts  Taxes  Settings  Exemptions

| Withholdings

A

Federal tax withholding elections

We'll use this information to complete your federal W4 form and calculate your tax withholdings. You

should consult the federal W4 instructions to make sure you're answering these questions correctly.

This is almost never the case, No, I'm not exempt
but are you exempt from federal
income tax withholding?

What's your filing status? Single
Allowances @ 2
Additional amount, if any, you'd $ 0.00

like withheld from each
paycheck (amount from line 4c)



Pay - Mobile
View your Pay Stubs

@® To view all things related to your pay within the
mobile app, choose the “My Pay"” option
By choosing the dropdown in the top right corner, you have
the ability to:
View your Paystub
Change or view your tax withholding
View your W2 (Available in 2025)
Change your Direct Deposit Information (Under
Payment Information)
More

ﬂ:sa B

My Pay

Most recent pay
September 11, 2025

%k %k 3k ok %k %k %k %k Kk k

Take home pay
Federal Taxes State and Local Taxes

Recent paystubs

September 11,2025

Aug 9th - Aug 22nd

August 22,2025
Jul 26th - Aug 8t

July 11,2025
un 6th - Jun 20th

June 26,2025

May 21st - Jun 5th

June 12,2025

May 6th - May 20th

>~ "

View breakdown

---------

‘Deductions

View all




Useful Rippling Payroll Guides

* List of All Guides

* Rippling Pay Stub Overview

* Where to Find Your W-2/1099 Form

* Updating Personal Bank Account Information



https://help.rippling.com/s/topic/0TO4o000000Hsq7GAC/payroll-for-employees
https://help.rippling.com/s/topic/0TO4o000000Hsq7GAC/payroll-for-employees
https://help.rippling.com/s/article/360054486194
https://help.rippling.com/s/article/360054486194
https://help.rippling.com/s/article/360054485274
https://help.rippling.com/s/article/360054485274
https://help.rippling.com/s/article/360054485274
https://help.rippling.com/s/article/4405319302679
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Resources

Help Center & Rippling U

SUPPORT @k ®

If you're having trouble navigating Rippling, the Help Center is a great place to start. It provides step-by-
step instructions and screenshots of the most frequently asked questions about Rippling. Please review
these resources for common questions.

Become a Rippling expert

Free on-demand product training courses.

Learn best practices and earn a Rippling
Certification.

Visit Rippling U

O

Find your answer, instantly!

Search our Help Center for how-to guides, in-
depth tutorials, FAQs, and more.

Visit the Help Center
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