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Hello Jake Test,
This Is an automatic message sent by Corey Hill of DRD Pool Management, Inc. - East to notify you that an account has been created for you on the
321Forms web site. With 321Forms, you can complete the HR paperwork for this company, including all required forms, benefits forms and status changes.

You must activate your 321Forms account before logging in for the first time. Please follow these instructions to activate your account:

Begin by dicking on the link below and follow the Instructions to activate your account (if the link is not highlighted, copy the ENTIRE link into your web
browser address bar).

1) Your username Is: 272024
2) Your temporary password is: Ht6q70A
3) Click on the link below to activate your account. You will be asked for the password listed above. We recommend you copy and paste the password into

the website to keep the confusion between letters and numbers to a minimum. Please make sure not to copy any spaces on either side of the password.
https://my.32 1forms.com/content/account/account validate.cfm?un=272024

Sincerely,
321Forms Administration
https://my.321forms.com/user/272024

If you have any questions about activating your account, please visit https://my.321forms.com/content/support/ to request technical assistance.
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Hello Jake Test,
This is an automatic message sent by Corey Hill of DRD Pool Management, Inc. - East to notify you that an account has been created for you on the
321Forms web site. With 321Forms, you can complete the HR paperwork for this company, including all required forms, benefits forms and status changes.

You must activate your 321Forms account before logging in for the first time. Please follow these instructions to activate your account:

Begin by clicking on the link below and follow the instructions to activate your account (if the link is not highlighted, copy the ENTIRE link into your web
browser address bar).
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for DRD Pool Management, 0 ‘
Inc. - East 2) Your temporary password is: Hzt6q70A
= for the password listed above. We recommend you copy and paste the password into
e to keep the confusion between letters and numbers make sure not to copy any spaces on either side of the password.
1forms. ‘content/account/account validats
Sincerely,

321Forms Administration
2 .321forms. user/272024

If you have any questions about activating your account, please visit https: .321forms.com/content/su to request technical assistance.
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and Copy & Pagte the

pagsword provided in your email
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Password Confirmation

Please enter the temporary password
provided within your activation email

Username:

272024

Passw

Need ht;i;‘ I




You will then be prompted to create
new pagsword and get up
authentication for your account
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Account Activation

Secret Queston

New Password.

Confirm New Password

nce you have created your account, you'l
need to congent to electronic disclogure
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CONSENT TO ELECTRONIC DISCLOSURE OF EMPLOYMENT-RELATED DOCUMENTS

By clicking "I AGREE" below and consenting to the nic delivery of disclosures, you agree that 321Forms may provide
electronically any and all notices, agreements, disclosures and communications concerning your employment with DRD Pool
Management, Inc. (the "Disclosures”). The Disclosures may include new employee forms, benefits information, payroli-related
information, any agreements you have with your employer, employee handbook information, other no!

aisC ures and communications and other information required by applicable federal, state, province or local laws ¢
regulations. Your consent applies not only to the Disclosures you initially receive in connection with your employm through
this website but to any employment-related Disclosures provided o you in the future, All timestamps used on employee
paperwork will be recorded using the time zone of the server - not the of the user. To el

save or print the Disclosures, you must have a personal computer ¢ with a compatible web browser, a supp

of Adobe Reader and o 0 0 rage device. For a list of compati

supported versions of Adobe Reac ease . pCide te. If, :

you wish to witl ur consent 1o receiving future Disclosures electronically, you should request paper Disclosures from
employer and pay any fee that your employer may charge for this service. You have the option to receive any Disclosure
provided to you electronically through this website in paper form by requesting the Disclosure from your employer and paying
any fee that your employer may charge for this service. To update the contact information that 321Forms has on file for you
please visit the Employee Information link from your home page

¢ further ok hon related 10 elect

100 NOT AGREE




ou will then be prompted
o fill in your Legal Name

and Birth Date

Welcome to the New Employee Dashboard!

The new employee dashboard 1S your home for viewing and accessing everythung 321Forms
The menus listed on the top of the page are designed 1o display your important information and allow you 10 quickly navigate 1o the areas of 321Forr

Before filling out forms, we need you to enter some DAsIC INfOrmation about yourself. These standard qQuestions contain the basic identity Information ab

Please enter your name as ft appears on your Social Security Card. Social Insurance Card, or a similar legal document

First Name

If you have a middie infial this feld 1s REQUIRED If no miadie nitial. please skip

MidCke Inial

“Make sure everything ie gpelle
correctly ag thig information wil
auto populate on all your formg



Click on
“Fill Out My Forme™

to begin



Steps 6 thru [5 wi

[ requ

more information t

nat wi

re you to enter

| automatically

populate on formg for you to review later

Enter in your current hougehold

addresg including apartment
number if applicable



Bagic Information
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[t ig very important to enter your gocial

security number correctly - pleage double
check that your ean ie correct

You will aleo enter your
Legal Sex, Preferred Name,
and Pronoung at thig time



Work Permit

[t you are under |8 you are required to have a work permit

@) &

Tasks »  Employee Dashdoard Empioyee information  Fill Out Forms  Form Mistory  Melp = Account
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[t you brought a Work Bermit to
your interview, gelect “Yeg”

[f not, gelect “No” and follow the
link to create a Work Permit

The employee and a parent/quardian mugt sign the Work Bermit

Be gure to eave the gigned document once
completed; you will need to upload it at the end



................................................

1 am aware that federdl law provides 107 IMpPrsonAmMent and or fines 1or false statements. or the
Selection of the DOX IESLING 1O My CAUZENSAIP OF IMMIGraLON SLItUs. 1S true and COrrect.

1-O [nformation

;:&

USe Of 12l3e AOCUMENTS. IN CONNECTION WIth the COMPIEtION Of This fOrm | AMESL. UNGEr Penalty Of Perjury. that this INfOrMatON, INCluding my

Thig information ie used to verify

your identity and legal authorization
to work in the United Stateg

Pleage note: 32Formg

hag inc
to he

uded ingtructiong
p with thig gtep

w =
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W-4 Tax Information
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Thig information lets your employer

know how much money to withhold
from your check for FEDERAL taxes

32[Forme hag
included 3 regourceg

to help with thig step




. Information

Woriaget ¢ TBeeL T Emeecees e tlued  Bmgeeres e mamer b4 .

Thig information lets your employer

know how much money to withhold
from your check for STATE taxeg

32[Forme hag included
the option to view a

blank form to aggiat you



Emergency Contact
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Pleage provide a point
of contact for DRD in
cage of emergencieg



"Pay Day™ ie on every
other Friday (bi-weekly)

Printed checke will be
mailed out on “pay-day”



Payment: Direct Depogit

mmmmmmmmmmmmmmmmmmm

Be qure to enter your

correct banking
information to get paid

[f you gelected “Printed
Check” you will gkip thie gtep



Hepatitis B Vaccine
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Messages »  Tasks > Employes Dashboard  Employes information  Fill Out Forms

Form Questions

G Select Languag

Please snswer the lollowing genersl questions

DRD Pool Management - Hepatitis B Vaccination

The Tolowing queshion assisl you In completing a Hepatitis B Vaccnation form

Instructions
INONMAtion On the VaCCNAtoN 1§ provioed on the wedsae of Centers for Disease Control ang Preven

mpiete he Employee INOManon Detow Determine whether Of NOt yOu wish yOu receive INe vacone at no Charge
NP www COC GOVRePItLS/MDY/ Then Check efther the “Acceptance” or "Decination” section below and submit

Hepatitis B Vaccination ACCeptance - | understand Mat Gue 10 My OCCUPANONA! eXPOSUre 10 DIVOG O
NOMation on the hepatitis B vaccme (WK 15 10und above) NCAXIING INMOIMAtoN ON s eflectiveness safety met
narge 10 myset

UNCESIand that | am responsie 10r ¢ M:u.r.{
vacona SENes SeCond vacome month ¥

Nt pOlentaly niecthous Matenal M) | may De at fisk Of SCQUINNG hepatits B virus (MBV) infection | acknowiedge that | have Deen provided

Of Acmanstr Denefits of Deing vaconated | have been grven the opporunity 10 De vaconated wen the hepattis B vaccine at no

AN appontment a1 any Patient First meciCal TaCHty (MIPS 'www PItenthiry Q My APPONTMENts 10 recenve Ihe Nepatts B vaCcCIne I aCCOMSaNce with he recommended senes (Ihree

jor st vaccine. and hird vacone within five months e

¢ 3CquIrng hepatitis B virus (HBV) mfechion | acknowiedge Tat | Rave been provide
CNated wih the hepatiis B vac

Diood of OPIM and | wan

Mmay be at rek ¢
A0manistral e Denefits of Deing vaconated | have been given the opporunity 10 de vax

B8 Vaccination Dechination - |
De a1 Nk of acquinng hepatits B If n the Nture nue 10 have OCCUPItional exposure

Hepattis
NOMAton on the hepatilis B vaccmne (Ink is

Nage 10 mysel! However | Gecine the hepatits B vaccmation at ths time
Vaccnated with the hepatitis B vaccne. | senes at no

eness. safety method o
Gecining ths vaccine. | continue i

Read over all information
in the red box and
gelect your choice



Review and Sign

Now that you have entered all
your information, you must
review and electronically gign

all [4 documents

Click here to view

the document



Atter you review each form,
you'll need to gign them

Electronic Signature

¥ 8 parent o wgal guardan and the parent of legal guardian must type “minor under age 187 in place

Click “Submit” when done

Then confirm if everything looke good;
it not, you can redo that information later

Did Everything Look Good?

o e




Repeat stepg

6 and 17 for
all 14 formg



[t you skipped any formg, you
will be prompted to redo ther

New Tot x
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Skipped Forms

elow 15 2 st of forms hat y

You will then need to
review and Qign them

New T L ’,
Cc 3 my32Morms.com,
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Almost Finished!
The final step is for you to view, sign and submit your paperwork. Click on the “View & Sign Documents” button below to sign each document




Thig page meang you are
done filling out your forme!

[t the DRD Office needg any updated

documentation, you can upload them here

*Make sure all documents are current (unexpired)

[t you created a Work Permit on step #8
you need to upload a signed copy here



Call the DRD Office
at
(410) 785-7665




