
Paramount Staffing – Employee Portal Instructions  

Mississippi Required Documents  

Follow these steps to complete the requried documents: 

Webiste: https://www.paramountstaffing.com/  

From the main page, click “Employee Login”; this will direct you to the following screen to login.  

 

Home Page of the Employee Screen 

To Complete the required documents, click eDocuments icon.  The below screen will open.  

Begin by clicking: Employee: Start Wizard 

 

A new screen will open with the first document that needs to be completed. Once you acknowledge and 

fill in any required fields on the form, scroll to the bottom of the form and click Next. If the next 

document does not appear there may be missing information on the current document that need to be 

entered. There will be an error messages as shown below as to what is missing.  

https://www.paramountstaffing.com/


Missing information Error Message –  

If when you click next on a document and the next form does not appear, scroll down and look for any 

errors that may be preventing you to continue.  

 

Direct Deposit  

If you wish to have you payroll check direct deposited into your personal checking account, fill out the 

required fields on this form. Otherwise you may elect to sign up for a Rapid Pay Card with your Branch 

to receive your pay. Call Branch for details for the Rapid Pay Card.  

 

If you’re skipping the direct deposit, scroll to the bottom of the page and click Next.  

 



Employee Policies and Procedures: Do not skip this form 

Employee Handbook can be found in the Paramount Staffing portal under the eDocuments tab once the 

acknowledgement has been completed.  

Click the below outlined check box and click next.  

 

 

Safety Code of Conduct: 

Read the below form and scroll to the bottom to click next. (Signature will be collected at the end) 

 

 



 

USCIS Form I-9: 

Complete this form in its entirety. Every field required by the applicant must be filled out, if a field does 

not apply to you, type N/A in that perspective field. 

If you need assistance and have access, please click the below link for additional tips on filling out this 

form. Or reach out to your Paramount Staffing Branch for assistance.  

https://www.uscis.gov/i-9 

Once you have all fields entered, scroll to the bottom and click next. If the next form does not appear, 

scroll back down to see if there are errors at the bottom of the I-9 form screen and correct any errors 

listed and attempt to click next.  

 

 

 

 

 

https://www.uscis.gov/i-9


 

Notice of Health Exchange and Plan:  

This page will show available plans, please read through and click next. You’ll not need to change 

anything on this form. Read, scroll and click next.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

W4 – Employee Withholding Form: 

Ensure Step numbers 1, 3 and 5 are completed  

 In Step 1, employee will provide status and personal information. REQUIRED 

 In Step 2, this is where the employee decides if they want to disclose additional jobs for them or 
a spouse. 

 In Step 3, this is for dependent deductions calculations. REQUIRED if applicable  

 In Step 4, this is where the employee will enter any additional deductions or extra withholding 
as a dollar amount. There is a tax table that can be used on Page 4 of the document. 

 In Step 5, employee signs and dates form. REQUIRED. 
 

Here is a link to FAQs for the new form https://www.irs.gov/newsroom/faqs-on-the-2020-form-w-4.    

 

 

 

 

https://www.irs.gov/newsroom/faqs-on-the-2020-form-w-4


Work Opportunity Tax Credit Program:  

To complete this form and receive the confirmation code to enter below, click the “WOTC” link and a 

new page will open as shown in the next step from ADP.  

 

ADP – Tax Credit Questionnaire 

Follow this screen by entering all the required information. Once you have completed, the last page will 

give you a code you must enter in the above WOTC form. This code must be entered as shown on the 

last page of the ADP questionnaire. This is case sensitive!

 



ADP – Tax Credit Questionnaire: Continued. Please enter all fields and click continue through all the 

pages.  

 

Once completed the confirmation code will be given. Return to the previous Paramount Staffing Portal 

screen with the WOTC form. This is the code you’ll enter on the WOTC form.  

 

 

After entering the code in the WOTC screen, scroll to the bottom and click next.  

 

 



Once completed with all of the documents, the signature page will appear. By clicking the check box by 

the below arrow, it will choose all documents listed below that require a signature. Sign your full name 

as best as you can in the given box. No abbreviations will be allowed.  

Once done with signing, click finish.  

Tip: Left Click your mouse button, hold down to sign.  

 

Once you click finish, the page will route you to the below eDocument screen in the Paramount Staffing 

Portal.  

 

Please notify your Branch once you have completed all these forms to receive your next steps in the 

hiring process.  


