
We’ve made our simple setup even simpler with this form where you can collect all the 

information needed to get payroll-ready, fast. You can print this sheet out and use a pen, 

or just fill it out electronically, right in the PDF. You’ll find all the same menus and 

selections you’ll see during setup.  

Use this form to round up the information you’ll need: 

• Basic information, like your company tax ID, address, and contact information

• Financial information, including the payroll bank account and login credentials

• Owner/Officer ID and contact information, including a direct phone number

• Payroll schedule and approximate payroll amounts

• Name and address of at least one worksite

© 2026 OnPay, Inc.

Company phone number

Federal Employer Identification Number (FEIN) as registered with the IRS

Example: 00-0000000

Company entity type Company industry

Basic Company Information

Example: “LLC”

Full company name as it appears on your tax returns
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Company Financial Information

Company Bank Account

Routing number for the business checking account used to 

pay workers

Account number for the business checking account used to pay workers

Company Owner or Officer Contact 

Information Full legal name of company 

owner or officer

8itle

Direct email Direct phone number

,ome street address (do not use a PO Box) Unit �

City State >ip code

Social Security number Date of birth
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Payroll Contact (if different than owner/officer)

Direct phone number of the individual or department who manages your company’s payroll

Payroll Information

Payroll schedule / pay frequency

How often do your employees have a payday?

Approximate payroll amounts

Estimated gross wages each payday (rounded to thousands)

Ex: “Bi-weekly”, “Semi-monthly”,  “Monthly”, etc.

$

Approximate number of workers on payroll (not an exact count)

Ex: “1”, “2-10”, etc.

Desired date of your first pay run

This date may be adjusted, if needed, as determined by your company or OnPay

Ex: MM/DD/YY
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Company Address and Primary Worksite

City State Zip code

Company mailing address (Required)

The physical street address of the company, as registered with the IRS. (Does not have to be a worksite) 

Street address Unit #

At least one (1) company worksite name and physical address (may differ from Company mailing address)

Company worksite

Street address Unit #

City State Zip code

Worksite name

You can also get a head start on setting up any additional worksites by collecting that information on the 

following page. 

Additional company worksites
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Additional Company Worksites

Additional company worksite name and physical address

Street address Unit #

City State Zip code

Worksite name

Additional company worksite name and physical address

Street address Unit #

City State Zip code

Worksite name

Street address Unit #

City State Zip code

Worksite name

Additional company worksite name and physical address
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ʻe˟p an˗ Support

˪e˟comeʳonpaˬʡcom 

ʛʫʪʪʜ ʦʥʫʠʩʨʣʨ
ˀonʠʹri ʬAˀʠʫ˃ˀ ʸa˦tern

˂ur ˇa˫ Accuracˬ ʺuarantee 
ʵottom ˟ineʭ ˊe ta˞e the accuracˬ of our paˬro˟˟ ta˫ ca˟cu˟ation˦ ˩erˬ ˦eriou˦˟ˬ Ϟ an˗ our accuracˬ 
˚uarantee en˦ure˦ ˪eϠ˟˟ a˟˪aˬ˦ ha˩e ˬour ˕ac˞ʡ 

ʻo˪e˩erʟ ˕ecau˦e ˪e Ѓ˟e on ˬour ˕eha˟f u˦in˚ information pro˩i˗e˗ ˕ˬ ˬouʟ itʚ˦ important that ˬou pro˩i˗e 
an˗ input accurate information a˕out ˬour companˬʟ it˦ emp˟oˬee˦ʟ an˗ the ˦tate˦ an˗ ˗i˦trict˦ in ˪hich 
theˬ ˟i˩e an˗ ˬour ˕u˦ine˦˦ operate˦ʟ inc˟u˗in˚ a˟˟ Iʷ˦ an˗ ta˫ rate˦ʡ ˂ur ˇa˫ Accuracˬ ʺuarantee pic˞˦ up 
˪here ˬou ˟ea˩e off ˕ˬ co˩erin˚ a˟˟ our ca˟cu˟ation˦ʟ an˗ the Ѓ˟in˚˦ an˗ paˬment˦ ˪e ˕a˦e on themʡ 
In rare circum˦tance˦ʟ ˂n˃aˬ maˬ nee˗ a˗˗itiona˟ information from ˬouʟ or maˬ reˤue˦t ˬou ta˞e action in 
or˗er for u˦ to Ѓ˟e an˗ paˬ ˬour ta˫e˦ʡ If ˦uch information i˦ reˤue˦te˗ ˕ˬ u˦ʟ ˕ut ne˩er pro˩i˗e˗ ˕ˬ ˬouʟ anˬ 
affecte˗ ta˫ Ѓ˟in˚˦ an˗ paˬment˦ ˪i˟˟ not ˕e co˩ere˗ ˕ˬ our ˇa˫ Accuracˬ ʺuaranteeʡ

ˁe˫t Step˦

ʿo˚ in→ʤ

ʿo˚ into appʡonpaˬʡcom to ˚et ˦tarte˗ʡ 

ʦ ˂n˕oar˗ ˬour companˬ
If ˬou nee˗ anˬ he˟p a˟on˚ the ˪aˬʟ  
˪eϠ˩e ˚athere˗ re˦ource˦ an˗ 
in˦truction˦ for ˬou at onpaˬʡcomʢ
on˕oar˗in˚

ʶ˟ic˞ ʶomp˟ete Setupʥ
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onpay.com/onboarding
https://app.onpay.com/app/login

	FEIN: 
	Entity type: [LLC]
	Comany industry: [ ]
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	Title: 
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	unti: 
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	Payroll amount: [ ]
	Number of workers: [ ]
	Date of first pay run: 
	Payroll contact: 
	City: 
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	zip: 
	unit: 
	Worksite name: 


