
Signing Offer Letter and Additional Tasks: 

 

Once you have logged into your profile, you will have an offer letter waiting for you to sign. Please click 

the start button. 

  

 

Next, please click on the blue link to open the offer letter. 

 



 

Once you have typed in your name, click the button that says click to sign. 

 

 

Don’t forget to click on the OK button. 

 



 

After you click OK, a screen will pop up asking you to enter in your SSN. Enter in your SSN and don’t 

forget to click on the OK button. 

▪ Please note, if this does not automatically pop up, log out of your profile and back in again. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

After you click OK, a screen will pop up asking you to update your personal information. Enter this 

information in and don’t forget to click on the OK button. 

▪ Please note, if this does not automatically pop up, log out of your profile and back in again. 

 

 

Once you click OK, it will bring you back to the main screen and it should show no additional tasks to 

complete. 

 


