
Skylight FinancialSkylight Financial 
Online EnrollmentOnline Enrollment 

DemonstrationDemonstration 
If you have any questions regarding this 

demonstration, please contact: 

Skylight Corporate Support 

404-720-2003. 



Go to www.skylight.net and click on Corporate Solutions. 



Click on Enroll Online (far left). 



Click on Online Enrollment. 



Your Login ID will be SOK. 

Your Password will be your agency number. 
Kansas State University would use 367. 

Once your Login ID and Password are typed in, click Login. 

For example, 



Select English or Espanol. 



Open the instant issue pack and enter the 16-digit card number in the card 
number field. Please do not include any dashes or spaces in the card number. 

Select OK. 



Enter the requested information in the fields provided (entry format is indicated). 
The optional fields are denoted with an asterisk (*). The entry format is indicated 
within the field. 

The name field 
should be completed 
with the full name 
(first and last). 

In the Social 
Security Number 
field, type the 9 
digits with NO 
dashes or spaces. The Date of Birth field type the 

date as follows: MM/DD/YYYY. 

The Phone Number should be 
entered as ###-###-####. 

If you have the 
employee’s Mother’s 
Maiden Name please 
enter it in to the field. 
It is denoted as 
optional because it is 
not something that 
company’s typically 
have in the employee’s 
file. Once complete, Submit. 

Choose the Salutation. 

Select 



A new screen will appear 
providing you with the 
account and confirmation 
number. 

As an option, we have 
provided a voided check for 
you to print for your payroll 
entry. 

Select the click here 
hyperlink to view the voided 
check before proceeding. 



If you have opened 
the voided check 
screen, you MUST 
click on the “X” in 
the upper right hand 
corner (of the most 
recently opened 
screen) to close the 
screen used to view 
the voided check 
document. Failing to 
do so will cause the 
same account number 
to appear on each 
voided check. 

If you wish to print the voided check, simply select the PRINT icon on your web browser. 
The voided check has space available for a signature if you would like to use this as the 
signature card. If your company is entering the application in payroll, you may either print 
the check to use for payroll purposes or use the check from the cardpack. 



Once you close the voided check 
screen, you will come back to 
this screen. 
account number matches the 
account number on the 
authorization agreement, and 
write the confirmation number 
in the box next to FDIC located 
on the right hand section of the 
form. 

Select Done 

Make sure the 



A final confirmation 
screen will briefly appear 
to confirm your 
completion of Online 
Enrollment. 

The confirmation screen 
will automatically 
disappear and the 
“Language” screen will be 
displayed. 
Logoff hyperlink located 
below the language icons 
to exit Online Enrollment. 

If you choose, the voided check can then be submitted to HR/Payroll to set up the Direct Deposit. 
We encourage you to keep a copy of the authorization agreement on file in your office. 

The card can then be given to the employee, and they will call the activation number (located on the sticker that 
is attached to the front of the card) to activate their card by choosing a PIN (personal identification number). 

When prompted to enter the temporary PIN, use 1998. 

Select the 



The signed authorization agreement or a copy must be submitted 


to Skylight once per month by mail or fax:


(888) 628-9125.


We recommend sending all forms using a secure mailing 


method such as UPS. 


If mailing secured method, please send to: 


7200 Perimeter Center East Atlanta, GA 30346.



