
Payroll Form Instructions 
 

Log in to your Genesis Employee Portal, then find and click on the Payroll tab at 

the top of your screen. 
 

  

 

 

Find and click on the Forms tab to access your Payroll forms.  
 

 

 

 

Click the Fill Form button. 

 
 

 



A popup will appear and you will need to select which form to fill out. You must 

fill out all 3 of the payroll forms listed, including the Federal W-4, State W-4, and 

Direct Deposit forms. 

 

 

 

Follow the instructions in the form to complete the required information. You 

must click the SAVE button before submitting the form. 

 

 

  



To submit the form, click the Sign and Submit button at the bottom.  

 

 

When you have completed the first Payroll form, be sure to go back to complete 

the second and third forms as well. 


