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Support 
 
G&A Partners is committed to providing its valued clients and their employees with the 
highest level of customer service. If you have any questions or need support, please 
contact AccessHR and we will be happy to assist you.  
 
G&A Partners AccessHR: 

• Hours: Monday – Friday | 7:30 a.m. – 7:00 p.m. CT 
• Phone: 1-866-497-4222 
• Email: accesshr@gnapartners.com 
• Website: www.gnapartners.com/contact-us 

 
 
NOTE: The functions available to each user within WorkSight are based on his or her 
security settings as determined by their employer, so some of the information in this 
guide may not applicable for your account. 
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WorkSight 

 
WorkSight is the online portal employees will use to review and 

update their personal information, obtain copies of their pay 
statements, and view other payroll information. 
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Setting Up Your Account 
Your WorkSight account is typically set up after a manager has entered your information 
into WorkSight. This may be as part of the new hire process, or as part of the rehire 
process if you didn’t already have a WorkSight account when you previously worked for 
your employer. 
 
Once the data is submitted, you will receive an email with the subject line “[Company 
Name] invites you to begin onboarding”.    
 

 
NOTE: If you are expecting but have not received this email, please contact G&A 
Partners AccessHR at 1-866-497-4222 for assistance.  
 
Click the “Get Started” button in this email to create your WorkSight account. After you 
click this link, a new page in your web browser will open and you will be brought into 
WorkSight where you will set up your account following these steps: 

1. Create your password 
2. Select a two-factor authentication method 
3. Determine your account security questions 
4. Validate your account settings 
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Creating a Password 
Enter your new password in the “New Password” field (make sure it meets all password 
requirements). Enter your new password again in the “Confirm New Password” field, 
and then click “Create Password.”  
 
After you successfully create your password, you’ll be asked to log in to WorkSight. 
 
 
 
 
 
 
 
 
 
  

janetbreck23@gmail.com     
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Two-Factor Authentication 
Once you log in to WorkSight, it is time to set up two-factor authentication (2FA). 2FA is 
an account security feature that helps ensure there is no unauthorized access to your 
account. WorkSight supports the 2FA methods listed below: 

• Google Authenticator – This leverages a Google add-on/application that will 
provide you with a randomly generated passcode. Enter that passcode into 
WorkSight when prompted. 

• Text Message – WorkSight will send a text (SMS) message to your mobile 
phone, which you can then enter into WorkSight when prompted. 

 
 

 
 
Select one of the 2FA methods by clicking the corresponding “Continue” button. Then, 
follow the instructions on the screen to setup 2FA. Two-factor authentication is required 
for all new accounts. It will typically update every 30 days, or if WorkSight determines 
that you have logged in from a new browser/machine combination.  
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Account Security Questions 
Next, you will set up account security questions. These are questions you, and only you, 
should be able to answer. They are stored in the system and will appear in the event 
you forget your password, enabling you to access your account and reset your 
password once they are answered correctly. You may also call G&A Partners 
AccessHR at 1-866-497-4222 for account assistance. 
 
When setting up your account security questions, you will first need to enter your 
current password and then select a question in each of the boxes from the dropdown 
options (accessible by clicking on the down arrow on the far right of each box. Type in 
your answer to the questions you’ve chosen and then click “Save” when you are done. 
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Validate Account Settings 
After you’ve saved your security questions, you will be redirected to the “Account 
Settings” screen, which will ask you to review and confirm your account information. If 
you need to update any of this information, click the corresponding “Edit” button to the 
right. Otherwise, click “Continue” at the bottom of the screen. 
 
 

 
Set up of your WorkSight account is now complete. Each time you log into WorkSight, 
you will need your username (your work email address) and password. 
 
  

janetbreck23@gmail.com         

+1 (888) 888-8888 
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Logging In and Out 
To log into WorkSight, visit worksight2.gnapartners.com. Enter your email address and 
password, then click the “Log In” button at the bottom of the page. 
 

 
IMPORTANT: Be cautious when using a public or shared computer to access sensitive 
information in WorkSight or any other application. 
 
 
To log out of WorkSight, click on your name in the top right-hand corner of the screen 
and then click “Log Out” in the drop-down menu. 
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Updating Your Account Settings 
You can change certain personal information (display name, email address, password, 
phone number and time zone) within your WorkSight profile using the “Account 
Settings” screen.  
 
To access “Account Settings,” click on your name in the top right-hand corner of the 
screen and then click “Account Settings” in the drop-down menu.  

 
You will be redirected to the “Account Settings” screen. From here, click the “Edit” 
button to the right of the information you want to update.  

 
NOTE: The information updated here is specific to WorkSight and will not be transferred 
to any other applications. 

 

+1 (888) 888-8888 
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Recovering Your Username  
The email address used to create your WorkSight account is your username. If you 
don’t remember which email address you used, you will need to contact G&A Partners 
AccessHR at 1-866-497-4222 for assistance recovering your email address.  
 
Resetting Your Password 
If you have forgotten your password, click “Forgot Password?” on the “Log In” screen.  
 

 
You will then be redirected to the “Reset Password” screen. Enter the email address 
you use to log into your WorkSight account, then click “Reset Password.” 
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If the email address you entered matches that of a valid WorkSight account, you will 
receive an email with the subject line “WorkSight Password Reset Instructions.”  
 
NOTE: If you do not receive this email, please contact the G&A Partners AccessHR at 
1-866-497-4222 for assistance.  

 
Click the “Reset Password” button. A new page will open in your web browser asking 
you to reset your password.  
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You will first be prompted to answer the security question(s) you set up earlier in the 
process. Once you’ve answered, click “Continue.” 

 
In the new window, enter your new password twice. Then, click “Reset Password.”  
 
 
 
 
 
 
Once you’ve completed this task successfully, you will be redirected to the home screen 
of your WorkSight account. 
 
 
 
 
 
 
 
 

janetbreck23@gmail.com         

janetbreck23@gmail.com         
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Direct Deposit 
To view or edit your direct deposit information, click “Payroll” in the left menu of the 
dashboard, then click “Direct Deposit.”  

 
NOTE: To allow for the pre-note process required by most banks for new direct 
deposits, please make sure to have all direct deposit changes entered no less than 
three business days prior to your check date. Changes to existing direct deposit account 
information or the addition of a new direct deposit account could take up to one or two 
pay periods to become effective. Please keep this in mind when making any changes to 
your direct deposit information.   
 

Editing an Existing Direct Deposit Account 
To view or edit the information for an existing direct deposit account, click “Edit” at the 
top of the Direct Deposit screen. 
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The “Edit Direct Deposit” screen will appear. From here, you will be able to 
view/update your deposit method and allocation amount (if you are distributing money 
to different accounts). You can delete your existing direct deposit by clicking the trash 
can in the upper right corner, then add a new account or add a second or third direct 
deposit account by choosing “Add Account” in the bottom left corner. When you’re 
finished making changes, click “Save” to save your information. 

  
 
Adding a New Direct Deposit Account 
If you would like to add a direct deposit account, “Edit” at the top of the Direct Deposit 
screen. 
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The “Edit Direct Deposit” screen will appear. From here, you will be able to enter all 
the necessary information to route your pay to this new account. There are three 
deposit methods to choose from: 

• Fixed – This is a flat dollar amount you want deposited into a separate account 
each pay period ( (i.e. savings account you want $100 to deposit into) 

• Percent – This is a percent of your wages you want deposited into a separate 
account each pay period (i.e. savings account you want 10% to deposit into) 

• Remainder – Choose this option if you are setting up only one account. This 
will deposit your entire check into your account regardless of the amount. 

 
When you’re finished, click “Save” to add the account.  
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Personal Information 
To view and/or update your personal information, click “Personal” in the left menu of the 
dashboard. You will then be able to choose from several categories of personal 
information that you can view and/or update:  
 

• Personal Information 
• Employment Summary 
• Contact Information 
• Address 
• Emergency Contacts 
• Veteran Status  
• Driver’s License   
• Credentials 

 
The next few pages of this guide will describe the functionality available to you for some 
of these categories.  
 

Personal Information 
The “Personal Information” screen provides a brief overview of your personal 
information, such as your nickname (if applicable), marital status, ethnicity, etc. You 
can also update your personal information by editing the information shown in the 
fields you want to change. Once all changes have been made, click “Submit.” 
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Employment Summary 
The “Employment Summary” screen provides a brief overview of several of the 
important employment details for your position, such as your job title, date of hire, 
employee type (or status), pay rate, etc. While you can view all of these details on the 
“Employment Summary” screen, only your supervisor can make changes.  
 
 
 
 
 
 
 
 

 
 
 

Contact Information 
The “Contact Information” screen lists the contact information on file for you, such as 
your home phone number, cell phone number, personal email address and work 
email address. Take a moment to ensure that this information is accurate and 
complete. You can also update your contact details by editing the information shown 
in the fields you want to change and then clicking “Save.”  
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Address 
The “Address” screen lists the current updated resident, mailing, and W2 addresses. 
To edit an address, click the “Edit” button next to the corresponding address you 
need to update.  
NOTE: If you are updating your address to a new state with state income tax, please 
be sure to complete a new tax form. 
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Emergency Contacts 
The “Emergency Contacts” screen lists the emergency contact(s) currently on file. 

• To edit an existing emergency contact, simply begin typing over the existing 
information. When you’re finished making any necessary changes, click 
“Save”.  

• If you’d like to remove an emergency contact, click the trash can icon next to 
their record 

• To add an emergency contact, select “Add Contact”, enter their information, 
then click “Save”. 

 
 
 
 
 
 
 
 

 
 

Veteran Status 
The “Veteran Status” screen is optional and may not apply to all employees. This 
page lists Veteran information such as active status, disable veteran status, etc. 
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Driver’s License 
The “Driver’s License” screen may not be applicable to all employees. This screen 
lists the most updated driver’s license information. To Add/Update a driver’s license, 
click “Edit.” 

 
Credentials 
The “Credentials” screen may not be applicable to all employees. This screen lists 
any credentials obtained by the employee. While you can view all of these details, 
only your supervisor can make changes. 
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W-4 and Tax Withholding 
To view and/or update your Federal and State tax information, click “Taxes” in the left 
menu of the dashboard, then click “Tax Withholding.” 

 
Take a moment to ensure that this information is accurate and complete. You can also 
update your Federal or State tax withholding allowances, exemptions and/or filing status 
by clicking “Edit” on the top right of the Tax Withholding screen. 
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A warning message will appear. Review message and click “Continue” 

 
Select “Start” on the Edit Tax Withholding screen 
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NOTE: If you are in a state with state income tax you must complete both the federal 
and the state tax form to make changes to your taxes. You cannot make changes to 
one without completing a new form for the other. The system will walk you through both 
forms before giving you the “Finish” button.  

 
 
Follow the on-screen prompts to be walked through completing your tax forms. If you 
have questions about the form, you can click the “Form and Instructions” tab at any 
point and will not lose your place or data.  
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If you have not received the final “FINISH” button, you have not completed all of your 
forms and your tax changes will not take effect. Please make sure you have received 
the “FINISHED!” message before leaving the tax changes page.  
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Onboarding System 

 
Click Boarding is the application employees will use to complete 

necessary employment forms and acknowledge company policies. 
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Accessing Your Onboarding Information 
When you log into WorkSight, you can access the onboarding system by clicking the 
“Go to Onboarding” link in the “Onboarding” tile. This will provide access to both 
onboarding activities that must be performed, as well as prior onboardings that have 
already been completed.  
 

 
 
If you have a newly assigned onboarding process, you will be prompted with a message 
letting you know about this required task. Click “Close” and then click “Go to 
Onboarding” as described above. 
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When you click the “Go to Onboarding” button, the onboarding system (Click Boarding) 
will open in a new browser window. If you have not already done so, you will be asked 
to select your Language preference, and to accept the Terms & Conditions and 
acknowledge that you have reviewed the Privacy Policy. 
 

 
 
Once you have completed all the required information, click “Accept” and then “Submit” 
at the bottom of the screen to create your account.   
 
NOTE: As you progress through the onboarding process you will be presented with 
numerous forms to be completed and policies to be acknowledged. If you are not able 
to finish the entire process in one session, you can come back and pick up where you 
left off by logging into WorkSight and clicking the “Go to Onboarding” button.  
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Progressing Through the Onboarding Process 
The onboarding process is divided into a number of steps, each containing either forms 
that you will need to complete or policies you will need to acknowledge.   
 
A sample of an onboarding home screen is shown below. Please be aware that 
depending upon your specific employer’s needs, there may be a different number of 
steps in your onboarding process than are shown below. 
 
NOTE: The onboarding process is designed to be completed in a linear fashion, which 
means you cannot proceed to the next step until you have completed the previous one.  
 

 
 
The design and layout of most of the screens you will use to fill out forms and 
acknowledge policies are similar. Examples of the types of forms you may see in the 
onboarding system are shown on the following pages. 
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Electronic Signature 
This step is where you will create the e-signature that you will use to throughout the 
rest of the onboarding process to sign your documents electronically. To set up your 
electronic signature, read the Electronic Signature (E-Signature) Agreement (use the 
bar on the right to scroll down) and then click “I Agree.”  
 

 
The screen will then expand to include a space for you to sign with your mouse or 
finger (depending on what type of device you are using). Sign and type your name in 
the boxes provided, then click “Submit” to proceed to the next step.  
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Personal Information 
Next, you will be asked to fill out the “Personal Information” data entry form. (Items 
with an asterisk (*) are required.). Once you have completed this form, click “Next” to 
proceed to the next screen. 
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For any form that requires data entry, immediately after you click “Next” you will be 
presented with a confirmation screen asking you to review and confirm the 
information you just entered.   
 
If you wish to edit any of the information you provided, click “Edit” to return to the data 
entry form screen and make the necessary edits.   
 
If you agree that the data presented is correct, click “I Agree” to add your electronic 
signature. (If you click “I Do Not Agree,” you will not be able to proceed to the next 
step of the onboarding process.) 
 
After your electronic signature has been added, click “Submit” to proceed to the next 
step.  
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Tax Withholding 
By law, payroll taxes must be withheld in accordance with federal requirements, as 
well as the state and local jurisdictions where you work and live. The onboarding 
system is designed to only present the tax forms applicable to you based on the 
information you have provided, so it is critical that this information is correct.   
 
The first step of entering tax withholding information is to review/update any pertinent 
personal information. If you need to enter or edit any of this information, you can do 
so from this screen. Otherwise, click “Next” to proceed to the next screen. 
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On the confirmation screen, you will be asked to review your personal information. 
Once you have verified that all the information on this screen is correct, click “I Agree” 
to electronically sign the document, then click “Submit” to proceed to the next screen. 
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Tax forms are presented in the “Employee Withholding Resource Center.” To begin 
filing out your tax forms, click the “Start” button. 
 

 
 
The “Federal/State W-4 Withholding” screen will appear showing which forms the 
system has determined you must complete based on the information you have 
provided. Click “Continue” to start filling out the applicable tax forms.  
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Choose from the options shown on the following page and then click “Next.”  
 

 
 
The first tax form you will be asked to complete is the Federal tax withholding form 
(“Form W-4”). Click “Start” to begin filling out this form. 
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Each of the tax forms you will be asked to complete is presented in a “wizard” format, 
which will guide you through a series of questions based upon both the form’s 
requirements and your responses to previous questions.   
 
On each of the screens provided, answer the questions, and then click “Next.” 
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Once you have answered all the required questions for this tax form, an electronic 
copy of the form will be generated for your review (use the bar on the right to scroll 
down). From here, you can also download a copy of this form for your records. 
 
Once you have reviewed the information on this form, check the box to affirm the 
information entered is true, correct, and complete, then click “Submit Form.” 

 
 
A confirmation screen will then display notifying you that your tax form has been 
submitted. Click “Continue” to proceed to the next step. 
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This process will repeat for any other tax forms (i.e. applicable state and/or local tax 
forms) you will need to complete. Once you have completed all the applicable tax 
forms, a summary screen will display showing all the tax forms you have filled out. 
Click “Next” to proceed to the next step.  
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Completing the Onboarding Process 
Once you have completed all of the steps in the onboarding process, your information 
will be sent to the G&A Partners payroll system (Prism).   
 
Once this happens, your WorkSight account will automatically be updated with the 
following changes:  

1. You will no longer be prompted to complete open onboarding tasks. 
2. You will be able to review previously completed onboardings by clicking on the 

“Onboarding” tile. 
3. You will be able to access your HR and payroll information by clicking on the 

“Payroll” tile. 
 
NOTE: For any onboarding process that includes a Form I-9 (Employment Eligibility 
Step), there is also a requirement for a manager to work with you to complete Form I-9 
Section 2. If your onboarding process includes Form I-9, your manager or a member of 
your employer’s HR team will contact you about completing this form with you. 
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Payroll System 
 

PrismHR is the application employees will use to view and update 
payroll and other employment-related information. 
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Accessing Your Payroll Information 
WorkSight allows you to conveniently and easily view and update your payroll 
information (as applicable) without having to log into multiple applications.  
 
To access your payroll information, click the “Go to PrismHR” button in the “Employee 
Portal” tile on the WorkSight home screen.  

 
You will automatically be logged into the G&A Partners payroll system (PrismHR). From 
here, you can access the self-service payroll functions available to you, which may 
include: 

• Viewing your pay statements 
• Editing your personal information 
• Updating your direct deposit information 
• Submitting a time-off request 
• Viewing or printing your W-2 statement 

 
 
NOTE: The functions available to each user within the payroll system are based on his 
or her security settings as determined by their employer, so some of the functions listed 
above may not applicable for your account. 
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Employee Dashboard 
After you log into Prism, the Employee Dashboard will appear. From this screen, you 
can easily choose from several topics in the left menu concerning your employment and 
payroll information.  

 
 
You will notice that there are also several widgets on the dashboard that provide 
shortcuts to information that employees tend to look for the most often, such as your 
most recent pay statements, your paid time off (PTO) balance(s), and your benefits 
information (if you are enrolled in benefits through G&A Partners).   
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Pay Statements 
To view your previous pay statements, click “Pay” in the left menu of the dashboard, 
then click “Pay History.”  

 
 
The “Pay History” screen will then display. This screen shows a list of vouchers (pay 
statements) and the gross/net pay, taxes, deductions and dates for each pay period. 
Depending on how many paychecks you received in the year you are viewing, you may 
see an arrow in the bottom right-hand corner of the screen that allows you to scroll 
through all the results. If you would like to view your pay statements for previous years, 
you can do so by choosing the year you would like to view in the drop-down menu in the 
top right-hand corner of the “Pay History” screen. 
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To view the details for a specific pay statement, click the voucher number in the table.  
 
 
 
 
 
 
 
 
 
 
 
 
 
The “Pay Detail” screen will then appear. Click “View Check” to access a PDF file of the 
pay statement that you will be able to view, print and/or save. When you are done 
reviewing this pay statement, click “Ok” to return to the “Pay History” screen. 
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W-2 Statements 
To review your tax information, click “Taxes” in the left menu of the dashboard, then 
click “W-2.” 
 

 
 
To download a copy of your W-2 statement, choose the appropriate year in the drop-
down menu under “Download Your W-2” and click the download icon (    ). A PDF file of 
your W-2 statement will automatically be downloaded to your computer for you to view, 
print and/or save. 
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Electronic W-2 (eW-2) Program 
You have the option to receive your W-2 statement early (up to two weeks faster than 
a traditional paper copy sent via mail) by enrolling in the electronic W-2 (eW-2) 
program.  

 
• If you have previously enrolled 

in the eW-2 program, you will 
see a red box toward the top of 
the “W-2” screen informing you 
of the date on which you 
enrolled in the program (as 
shown in the image on the 
right). 
 
 
 

 
 

• If you have not enrolled in the 
eW-2 program, you will see a 
yellow box toward the top of the 
“W-2” screen informing you that 
you are not currently registered 
for the eW-2 program (as shown 
below). If you would like to enroll 
in the eW-2 program, you can 
do so immediately by scrolling 
down to the “Early W-2 Election” 
section at the bottom of the 
screen, checking the box giving 
G&A Partners consent to deliver 
your W-2 electronically, and 
then clicking “Enroll.”  

 
NOTE: The election to receive your W-2 electronically in lieu of a paper copy sent via 
mail remains in force until you revoke it. If you no longer wish to receive your W-2 
electronically, please submit a written request to G&A Partners AccessHR at 
accesshr@gnapartners.com.  

 



 

 

 

G&A Partners is committed to providing its valued clients and their 
employees with the highest level of customer service.  If you have any 
questions, please contact AccessHR and we will be happy to assist you.  

G&A Partners AccessHR 
Hours: Monday – Friday | 7:30 a.m. – 7:00 p.m. CT 
Phone: 866.497.4222 
Email: accesshr@gnapartners.com 
Web: www.gnapartners.com/contact-us 
 




