Welcome to the City of Milwaukee.  We all wish you luck in your career!  To help acclimate yourself to all the wonderful benefits the City has to offer, this check off list will help you keep track of everything.  As you do things, check them off.  If you have not checked everything in 30 days, please speak to your payroll clerk.  
For payroll use only:
Payroll clerk name and phone #: _______________________
My employee ID is:    ________________________________
For employee use:
☐ Completed the I9 process.
☐ Went to a New Employee Orientation.
☐ Gave payroll clerk a copy of my Social Security card.
☐ Filled out my W4 (Employee’s Withholding Allowance Certificate, Federal) and WT-4 (Employee’s Wisconsin Withholding Exemption Certificate/New Hire Reporting) and gave to my payroll clerk.  
☐  Filled out my “Residence Statement form and turned it in to my Payroll Clerk.

☐ Received my self-service welcome packet in the postal mail.
☐ In self-service, I signed up for direct deposit.  I understand maintaining direct deposit is a requirement.
☐ If a benefit employee - Logged into self-service and signed up for my benefits (health, dental, FSA’s, LTD, life insurance).
☐ If I wanted to save money on my health insurance, I signed up for a health appraisal (depending on time of year).
☐ Logged into self-service and consented to receive my W-2 (Wage and Tax Statement) electronically.  I made sure I updated my e-mail address (2 places) to a non-City e-mail address.
☐ Logged into self-service and made sure my first paycheck looks as expected.  Is your address ok, are your tax withholdings ok?  Do you see deductions for pension, if benefitted?
☐ If I’m interesting in putting money aside for retirement, I called Voya at 844-360-6327 or logged into www.milwaukeedcp.com.  Remember, you are automatically enrolled at 3% if you do nothing.

☐ If I have garnishments, tax levies, child support, etc., I contacted those agencies and told them about my new employer.  Here’s the address they should send orders to:
City of Milwaukee
200 E Wells Street, Room 404, Payroll Administration
Milwaukee, WI  53202
Fax (414) 286-3281
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