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HOW-TO: SET YOUR SETTINGS FOR SUCCESS
BEFORE YOU START REVIEWING JOBCASTS AND SUBMITTING CANDIDATES, MAKE SURE ALL OF YOUR 

PERSONAL INFORMATION IS IN ORDER. 

To access your settings, click on the gear button next to the “Dashboard” button in the upper right hand corner  
of your page. This will produce a drop down menu with the following selections: profile, organization, jobcast 
settings, email settings, payments, security, and logout. Click on any of these selections to access the page you  
are looking for. 

PROFILE

Review your name and contact information to make sure that everything is correct. 

On this page, you can upload a profile photo. This is the photo that clients will see when you submit candidates,  
so make sure it is a professional representation of yourself.

If anything is incorrect, edit it and then click the “Update” button in the upper right hand corner to save your changes. 



ORGANIZATION

Review and provide the contact information for the company that you work for. 

If anything is incorrect, edit it and then click the “Update” button in the upper right hand corner to save your changes.

JOBCAST SETTINGS

You will receive JobCasts based on the choices you make in this section, so review the choices you have made and 
ensure that they are accurate. The more thoughtfully you fill out this section, the more relevant your JobCasts will be.

You may update this section at any time in the future if your areas of expertise change. 
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Roles 

Review the roles that you typically recruit for. While many of the categories that you see listed may appear to be 
industries, these indicate the type of role within a company that you recruit for. You will select the industries that you 
recruit for in the next section. For example, if you recruit candidates for legal positions at finance companies, select 
“legal” in the roles section and “finance” in the industries section. You may select up to four (4) roles. Clicking on a 
role will add it to the list of four at the top of the page. Clicking on the role a second time will remove it from the list.

If any of this information is incorrect, edit it and then click the “Update” button in the upper right hand corner to save 
your changes.
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Industries

Click on “Edit Industries” to review the industries that you typically recruit for. You may select as many industries as 
you like. 

Clicking on an industry will add it to your list of selected industries. Clicking on an industry a second time will remove 
it from the list. When you select an industry, a list of the categories that are included in this industry will appear near 
the bottom of the page. To review which categories are included in each industry, click on “show”. When you are 
finished reviewing the categories, click on “hide” to close the list. 

If any of this information is incorrect, edit it and then click the “Update” button in the upper right hand corner to save 
your changes.
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Network

Click on “Edit Network” to review the level and geographic location of the jobs that you typically recruit for.

At the top of the page, select the role levels that you recruit for, you may select as many levels as are relevant to you. 
Clicking once will select the level, and clicking a second time will de-select the level.

At the bottom of the page, select the geographic areas in the United States that you have a network of candidates in. 
You may select as many levels as are relevant to you. Clicking once will select the area, and clicking a second time 
will de-select the area.

If any of this information is incorrect, edit it and then click the “Update” button in the upper right hand corner to save 
your changes.
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EMAIL SETTINGS

Check your email settings to see if both checkboxes are selected so that you will review news and special updates 
as well as daily emails informing you about New JobCasts.

If you want to stop receiving news or daily JobCast emails at any time, you can return to this page and uncheck the 
appropriate checkbox.

If any of this information is incorrect, edit it and then click the “Update” button in the upper right hand corner to save 
your changes.
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PAYMENTS

When you first signed up for RecruitiFi, you were not asked to provide the information necessary for payments. In 
order to facilitate payments for any placements that you make, please update this section immediately.

In order to receive payment, you must provide your Legal Name, Tax ID, Legal Business Type, and upload a 
completed W9. A W9 is a document provided by the United States International Revenue Service, and is available to 
download online here. 
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https://www.irs.gov/pub/irs-pdf/fw9.pdf


When you are ready to upload your W9, take the following steps:

n  Upload your completed W9 form

n  FIll out all ‘Tax Detail’ fields

n  Click the “Update” button in the upper right hand corner

A few tips for completing your Tax Detail settings:

n  Complete your W9 first before filling this out, since most of the Tax Details are matched to the Legal Business 
Type field on your W9

n  If you select “individual” as your legal business type, then you may enter your social security number in the  
Tax ID field

n  If you select “corporation” as your legal business type, then you must use your business’s Employer Identification 
Number (EIN) in the Tax ID field

n  The number that you enter in the Tax ID field must match the Taxpayer Identification Number (TIN) in Part I of  
your W9

Once you have completed this section, click on the “Update” button in the upper right hand corner to save 
the changes you have made. Please note: we rely on our third party payment system, Stripe, to verify your tax 
information, and if your information is somehow incorrect we will not receive notification of this until we attempt to 
pay you. 
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Form    W-9
(Rev. December 2014)
Department of the Treasury  
Internal Revenue Service 

Request for Taxpayer 
Identification Number and Certification

Give Form to the  
requester. Do not 
send to the IRS.
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1  Name (as shown on your income tax return). Name is required on this line; do not leave this line blank.

2  Business name/disregarded entity name, if different from above

3  Check appropriate box for federal tax classification; check only one of the following seven boxes: 

Individual/sole proprietor or   
single-member LLC

 C Corporation S Corporation Partnership Trust/estate

Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=partnership)   

Note. For a single-member LLC that is disregarded, do not check LLC; check the appropriate box in the line above for 
the tax classification of the single-member owner. 

Other (see instructions)  

4  Exemptions (codes apply only to 
certain entities, not individuals; see 
instructions on page 3):
Exempt payee code (if any)

Exemption from FATCA reporting

 code (if any)
(Applies to accounts maintained outside the U.S.)

5  Address (number, street, and apt. or suite no.)

6  City, state, and ZIP code

Requester’s name and address (optional)

7  List account number(s) here (optional)

Part I Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid 
backup withholding. For individuals, this is generally your social security number (SSN). However, for a 
resident alien, sole proprietor, or disregarded entity, see the Part I instructions on page 3. For other 
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a 
TIN on page 3.

Note. If the account is in more than one name, see the instructions for line 1 and the chart on page 4 for 
guidelines on whose number to enter.

Social security number

– –

or
Employer identification number 

–

Part II Certification
Under penalties of perjury, I certify that:
1.  The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me); and

2.  I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal Revenue 
Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that I am 
no longer subject to backup withholding; and

3.  I am a U.S. citizen or other U.S. person (defined below); and
4. The FATCA code(s) entered on this form (if any) indicating that I am exempt from FATCA reporting is correct.
Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding 
because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage 
interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and 
generally, payments other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the 
instructions on page 3.

Sign 
Here

Signature of 
U.S. person Date 

General Instructions
Section references are to the Internal Revenue Code unless otherwise noted.

Future developments. Information about developments affecting Form W-9 (such 
as legislation enacted after we release it) is at www.irs.gov/fw9.

Purpose of Form
An individual or entity (Form W-9 requester) who is required to file an information 
return with the IRS must obtain your correct taxpayer identification number (TIN) 
which may be your social security number (SSN), individual taxpayer identification 
number (ITIN), adoption taxpayer identification number (ATIN), or employer 
identification number (EIN), to report on an information return the amount paid to 
you, or other amount reportable on an information return. Examples of information 
returns include, but are not limited to, the following:

• Form 1099-INT (interest earned or paid)

• Form 1099-DIV (dividends, including those from stocks or mutual funds)

• Form 1099-MISC (various types of income, prizes, awards, or gross proceeds)

• Form 1099-B (stock or mutual fund sales and certain other transactions by 
brokers)

• Form 1099-S (proceeds from real estate transactions)

• Form 1099-K (merchant card and third party network transactions)

• Form 1098 (home mortgage interest), 1098-E (student loan interest), 1098-T 
(tuition)

• Form 1099-C (canceled debt)

• Form 1099-A (acquisition or abandonment of secured property)

Use Form W-9 only if you are a U.S. person (including a resident alien), to 
provide your correct TIN. 

If you do not return Form W-9 to the requester with a TIN, you might be subject 
to backup withholding. See What is backup withholding? on page 2.

By signing the filled-out form, you: 

1. Certify that the TIN you are giving is correct (or you are waiting for a number 
to be issued),

2. Certify that you are not subject to backup withholding, or

3. Claim exemption from backup withholding if you are a U.S. exempt payee. If 
applicable, you are also certifying that as a U.S. person, your allocable share of 
any partnership income from a U.S. trade or business is not subject to the 
withholding tax on foreign partners' share of effectively connected income, and 

4. Certify that FATCA code(s) entered on this form (if any) indicating that you are 
exempt from the FATCA reporting, is correct. See What is FATCA reporting? on 
page 2 for further information.

Cat. No. 10231X Form W-9 (Rev. 12-2014)



SECURITY

If you would like to update your password at any time, you may do so on this page. Type the new password you 
would like to use in both the “New Password” and “Confirm Password” fields and click “Change” in the upper right 
hand corner to save the new password.

If you would like to deactivate your RecruitiFi account at any time, you may also do so on this page. Click on the 
red “Deactivate” button in the bottom left hand corner. You will then see a message asking you if you really want to 
deactivate your account. If so, please select “OK.” If you click on the deactivate button by accident, please select 
“cancel.”

Should you choose to deactivate your account, RecruitiFi reserves the right to retain your account information and 
history as per the agreement listed in our Terms and Conditions. We retain your scoring history and results even if 
you are not an active user in order to ensure proper assignment of JobCasts to recruiters. 
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LOGOUT

If you need to logout of your account, you may select this option from the drop down menu. Once you’ve logged out, 
in order to access your account you must then log back in. 
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