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New Hire Onboarding Checklist: 

o Full Legal Name (as appears on government IDs)

o Full Legal Address of Permanent Residence (for tax forms)

o Email Address

o Working Phone Number

o Emergency Contact (name and phone number)

o Direct Deposit: bank name, account number and routing number (plus an
attachment of either a void check or some other picture showing both account and
routing numbers)

o Form(s) of ID for the I-9 (please see list of acceptable documents on next page)
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The Midtown Group Onboarding Paperwork Instructions 

1) Your onboarding documents will all be completed electronically.  Please access your

portal at https://themidtowngroup.bbo.bullhornstaffing.com and log in with your

credentials that were sent to you by onboarding@themidtowngroup.com.

2) When you first login, you will see a list of documents in blue along the left side of the

screen that you will need to complete:

3) Choose a document you wish to complete and select Create and Submit.

o The button will be labeled Edit and Submit if the document is in progress.



4) Any required fields will be highlighted in red. It will not allow you to submit

the document unless all highlighted fields are completed.

5) Once the document is filled out, select the  button to 

open the menu and submit your document.  You will see these options listed: 

o Clear Data: Clears all the data you have entered into the form and closes

the editor.

o Save Data: Saves the data you entered in the form without submitting it.

o Submit: Submits the form to your administrator for approval.

o View PDF: View a PDF version of the form. Data you have entered will not

appear unless you save first.

6) Choose

7) You will receive a popup notification asking you to confirm that you would like to submit

the form.  (Note: This popup will also display your PDF password. Just save this

password somewhere. Once your form is approved, you will receive a secured copy of

the fully completed document that can only be opened using this password. The same

password will pop up for all of your documents.)

8) Select Yes on the confirmation popup.

9) If you missed any required fields, you will receive a notification letting you know which

ones are blank.  Please make any necessary corrections and resubmit the form.



***Please be aware that after you submit a document, it may take 5 seconds before it appears 

that anything is happening, please just be patient, thank you!*** 

Important Notes for I-9 Submissions: 

***You cannot attach your IDs once you’ve already submitted your I-9 form – to avoid this, 

please find and attach your IDs FIRST before filling out the I9.*** 

If you have questions about which IDs will work, page 3 of the I9 form has the full list. You may 

submit one ID from List A OR an ID from list B AND C.  

Once you've located and taken clear pictures of the relevant ID(s), click "ATTACH" under the I9 

to attach those pictures.  

After attaching your ID(s) to the I9, click back into it and fill out all fields highlighted in red in the 

I-9 document and proceed with submitting the document as described above.

10) After you have successfully submitted a document, you will see that the box moves to

the right side of the page and will be in the orange submitted status.  Once accepted

and approved by our onboarding team, the box will change to a green Approved status

as seen here:



Important to note: We cannot set up your timesheets and payroll until ALL of your documents 

are sitting in the Approved status along the right side of the screen. 

If you have any questions, please reach out to your Transition POC.

Anna Schneid Anna.Schneid@k12.dc.gov
Erica Wingate, Erica.Wingate@k12.dc.gov 
Dominic Dellorso, Dominic.Dellorso@k12.dc.gov 


