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Step 2 ONBOARD! 

Welcome to your DVR Work Experience – Steps to Complete before your First Day!  

You will receive an email that looks like this: 

1. Click the link in the body of the email. 
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2.Sign in  
 
You will use the same email address/username and password you used in the Registration Step 
 
Tip: click on the eyeball icon in the password field to see the password you are entering.  
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3.Welcome aboard page > press the Get started button 
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4.Enter your information in all *Required fields > press Save & Continue button at the bottom of each 
page to move you to the next section 
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5.Complete Employment Eligibility (Form I9) 

Please note if you will be completing Section 1 yourself or if you require someone to help you > press 
Save & Continue button 

If the Consumer selects Yes – I require assistance, a field will show for the Preparer/Translator to 
complete. 

 

Complete all *Required fields > press Save & Continue button  

 
 
Scroll to continue screen shot 
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Based on your status selected above, you will need to provide identification documentation.  The system 
recognizes the requirements of USCIS Form I-9 Acceptable Documents | USCIS  

 

 

 

If you are unable to upload these forms on a personal device, please contact your DVR Payroll Specialist 
at Opportunities and schedule a Teams call to show the form(s) to one of our DVR Payroll members to 
help you complete the onboarding process.  

If you choose to show your document(s) via Teams, you will still be required to Upload a File in each 
document you selected to submit. You can upload a copy of your PO and TWA again to process.  

 

https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
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In the Pay & Taxes section, check each declaration box > press the Sign buttons > Save & Continue button 

 

In the Sign & Acknowledge section > press the Download & Sign button > press Save & Continue button 
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In the final section, review all your information > press Submit All button 

 

 

If you don’t complete all of the information at first, you will get a reminder email with a link to return 
where you left off 
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Once all of your employment documents are completed, your DVR Payroll Team will process. You will not be able 
to start your TWE until you get the approval email that looks like this: 

 

 

On or after your TWE start date, please review the STEP 3 LOGIN to your Employee Portal instruction sheet to log 
into your Employee Portal. This is where you will   
 

• ENTER YOUR TIME 
• VIEW OR PRINT YOUR PAYCHECK STUBS 
• UPDATE YOUR PERSONAL INFORMATION and more!  

 

Thank you for working with us and good luck in your Internship/Temporary Work Experience!  

You DVR Payroll Team 
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