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ONBOARDING WELCOME,
by Paycor Tom Fisher

Welcome V4 | |
We're Glad You're Here!

Personal Qur company's onboarding wizard is here to help you complete your new
hire paperwork. Please follow the steps and complete each page carefully
before submitting. At the end of the wizard, you will have the ability to
review, save and print your documents. Your supervisor or HR
representative may reach out to you with any additional instructions. We
look forward to having you join our team!

Contact
I-9 Verification
Direct Deposit

Start Onboarding Now
Tax Setup
Documents
Review

Submit

Introduction to Onboarding

Newton Onboarding will give your organization a head start on the new hire process by
granting new employees the ability to complete new hire paperwork electronically in
advance of the start date.

Onboarding also provides a place to house any company documents required for new
hires, such as employee handbooks, policy documents, etc..

After purchasing the Onboarding add-on, Newton will work with you to set up the
feature. The purpose of this guide is review your post-launch configuration options and
the overall onboarding workflow.
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Onboarding — Process Overview

1.

2.

A candidate is hired in Newton, and exported into the Onboarding module.

Onboarding Admin initiates a New Hire Invitation. This involves adding the New
Hire to an “Onboarding Group”, and sending the New Hire an email to
electronically fill out onboarding documents.

The New Hire receives a reqistration email, and is guided through an
“Onboarding Wizard”, which prompts them to fill out and electronically submit all
required onboarding documents and forms.

Onboarding Admin receives email alert that a pending new hire has submitted
their onboarding documents. Onboarding Admin

reviews the information submitted by the New Hire, completes any remaining
required fields, then formally “Hires” the candidate within Onboarding, thereby
completing the onboarding process for this new employee.

The New Hire is removed from the Pending Employees list, and moved to the
Active Employee list.

Employee data can be exported individually or in bulk.
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Initiating New Hire Invitation

New Hires exported from Newton ATS* will appear in the Pending New Hires area.

To view this area, click into “Manage Employees” (under the Employees menu), then
“‘Manage Pending New Hires”.

PERFCRM Welcome, Kevin My Settings  Sign Ou

Home Company Employees Me Leaming

Manage Employees

You have 1 pending new hireslManage pending new hires

2 New Hire & Export Employee Data Reset Filters
Brown, Steve 2| wem -5555 Active 100 - Sales 120026 General Bi-weekly
Craft, Jon 5 5555 Active 100 - Sales 120026 General Bi-weekly
Peng, Kevin 3 *rx* 5555 Active 100 - Sales 120026 General Bi-weekly

*For instructions on how to export new hires from Newton ATS, please view our guide
here.

Alternatively, you can manually create a New Hire record directly within Onboarding,
by clicking the “New Hire” button.
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Initiating New Hire Invitation

The Pending New Hires area contains all New Hires that have not yet completed their
onboarding documents, along with their current status.

Click the name of the New Hire for whom you wish to initiate a New Hire invitation.

Pending New Hires

Return to employee list

o,

| i Awaiting
-Frher‘ Tom TFISHER@ja... 05/23/2017 P
- @ Invitation ﬂ
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Initiating New Hire Invitation

A prompt appears with basic information on the New Hire. Assign an

Onboarding Group and Work Location for the New Hire, then click “Send New Hire
Invitation” to send the New Hire an email with information on how to register and
begin completing his/her Onboarding documents.

New Hire Invitation

120026 - Coffeestartup

Hire Method

Invite

First Name *

Tom

LastName *

Fisher

Home Email *

TFISHER@javastartup.com

Hire Date *

05/23/2017

Social Security Number

Onboarding Group *
Ohio

Work Location @

Cincinnati

® Cancel =% Send New Hire Invitation
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The New Hire Experience

After inviting the new hire into the Onboarding platform, he/she will be sent an email
containing instructions on how to sign-in and complete the paperwork.

Dear Tom,

As a new hire of Newton - Peng, you receive a Paycor account that will
give you access to your employee information whenever you need it. To
get started:

'@ Register for an account at http://devsbqtrweb01.dev.paycor.com/Accounts/UserReg-
istration/Register with the following access code:

B30E33B4-123008

Complete and submit your profile using our new hire wizard.

Please contact your manager or HR representative at Newton - Peng with any questions.

If you have already established your login, you can sign in at www.paycor.com.

D
Paycor
h 4

Registration information

Before you can begin accessing your personal pay information, we will need to go through a couple of steps to verify your identity.

Last Name
Fisher

Access Code
B30E33B4-123008

\/ I'm not a robot e

reCAPTCHA

[ cacet | conime
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The New Hire Experience

The New Hire will then be guided through an Onboarding wizard, customized
according to your organization’s needs. The following pages show various steps along

this process.

ONBOARDING

by Pay‘cor

Welcome Vv

Personal

Contact

I-9 Verification

Direct Deposit

Tax Setup

Documents

Review

Submit

WELCOME,
Tom Fisher

We're Glad You're Here!

Qur company's onboarding wizard is here to help you complete your new
hire paperwork. Please follow the steps and complete each page carefully
before submitting. At the end of the wizard, you will have the ability to
review, save and print your documents. Your supervisor or HR
representative may reach out to you with any additional instructions. We
look forward to having you join our team!

Start Onboarding Now
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The New Hire Experience

The New Hire does not need to complete the entire onboarding process in one
session. They can return at any time, and anything already filled out (as indicated by
the green checkmark) will be saved.

ONBOARDING

by Payzor

Welcome v

Personal v

Contact

I-9 Verification

Direct Deposit

Tax Setup

Documents

Review

Back to Personal

WELCOME,

: €) SIGN OFF
Tom Fisher

How Do We Reach You?

Home Phone

(510)555-8819

Mobile Phone

(510)444-5259

Work Phone Extension

Work Fax

Pager Number
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The New Hire Experience

During the -9 Verification step, if the New Hire chooses to exclude the optional Social
Security Number, email address or phone number fields, those fields will be left blank
on the |-9 form.

If the New Hire chooses to either skip I-9 Verification, or elects to have a preparer or
translator complete the 1-9 form on his behalf, they will have to complete the I-9 form
manually.

Welcome v . )
-9 Verification

Personal V4 | am aware that federal law provides for imprisonment and/or fines for false
statements or use of false documents in connection with the completion of this form. |
attest, under penalty of perjury,that | am (select one of the following):

Contact v Read I-9 Instructions
Work Eligibility*

I-9 Verification

A atizen of the United States -

Direct Deposit _ _
Hide the Following:

The following fields are optional on the I-9 form. Please select the fields you wish to
Tax Setup exclude.

Social Security Number

Documents
Email Address
. ] Phone Number
Review —
Preparer and/or Translator Certification (select one):*
Submit

"Q) | am completing this form without a preparer or translator.

() A preparer(s) and/or translator(s) is assisting me in completing this -9 form.
If you select this option, you will need to complete I-9 form manually.

Back to Contact Skip I-9 Verification Save & Continue
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The New Hire Experience

New Hires can review then digitally sign the I-9 Form.

Note that the Social Security Number field is blanked out because the New Hire chose
to exclude it on the previous screen.

I-9 Verification & Download as PDF X

Employment Eligibility Verification USCIS

I
Department of Homeland Seeoriry l_"ol m -9
. OWE N T SeT

LS Citizenship and Immigranon Services Faremz 0619019

P START HERE! Read instructions caretully hefora complatng this tarm. The insbructions must be availabia, aithar in papar of alectranically,
dunng complatian ot this torm. Emplayaers are liable for arrors in the completion of this tarm.

ANTI-DISCRININATION NOTICE: |1 is illzzs to discriminate sgains: wodk-zuthorzos indwvidus 5. Employers CANNOT spacify whics
dozumentsi an employee may presant b establish employment suihoreaton and idenbty. The me*usal to hirs or centinde 10 errsiey
an individus g ranstitar diserim nation

Section 1. Employee Information and Attestation (Crployees mus! complele aod siga Ssciion 1 of Foem 19 oo e
than the first day of employment. but nof before accepting a job cifar. |

Lozt Name (Famy Nams) Sire: Name [Sven Mame) "didcle Initial Otker Last Namas Lzed AF aoy)
Fisher Tom N/A N/A

Addrass (Strast Komeer and Noms) Agt Numker  Cry o [zven State ZIF Cooz
55 Grove Street N/A Los Alamos CA 93440

Daba of Sk ooy L 3. Sossl Sacurty Nunber Ewrpoyes's E-nuil Avdiess Emslayed’s Talepacrs MNanher

12/06/1989 - | ]frs= (510) 555-8819

| am aware that federal law provides for imprisonment andior fines for false statements or usc of false documents in
connectlon with the pletion of this form.

| attest, under penalty of perjury, that | am {check ohe of the following boxes):

|l 1. A chzen of the Unsed Sates
[] 2 & novzrzen rathng of s Ualted Stama (See fnstaatans;

I_ 248 vl gemanenat rezident  (AlBn Reg 2eton NunbenL 3215 humbar:

|_ 4. Anaicn auncrzed to wars Lndi Gexpitalizn date, if soclizatle, mmidddeey.

Szmz dicns may wrae "hAY n the sxpraticn dase ficle. (Ses instuctions)

. - . " , TR nan aeeeend
Alwre sutbarized 1o awk mus! e o af the sl nunbens (o somplats S Coha ks i THE Saxe

Ao Aven Regismanon Mamber UECIE Numeer OF Foom | 4 Admizzion dNumbsar OR FRorenn Pas:

1. Lzn Hegistratian NueeenUSGCIS Namaze

By signing this form, you attest under penalty of perjury (28 U.S.C. §1746) that the
information you provided; the citizenship or immigration status you selected; and all
information and documentation you provide to your employer, is complete, true and correct,
and you are aware that you may face severe penalties provided by law and may be subject to
criminal prosecution for knowingly or willfully making false statements or using false
documentation when completing this form.

Last 4 digits of SSN* Electronic Signature*

3622 Tom Fisher Sign & Continue
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The New Hire Experience

If a New Hire chooses to skip the I-9 verification, he/she will be able to download the
form to complete manually.

ONBOARDING WELCOME, € SIGN OFF
by Paycor Tom Fisher

Welcome Vv

-9 Verification Skipped

Personal v /. You've elected to download and complete your -9 form manually. Bring X
the completed form with you on your first day.
Download the I-9 form now.

Contact Vv

Didn't mean to skip? If you want to fill out your I-9 now, you can start over.

e . Restart I-9 Verification.
I-9 Verification

Direct Deposit
Tax Setup
Documents
Review

Submit

Back to Contact Save & Continue
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The New Hire Experience

When entering in Direct Deposit bank account information, the Onboarding platform
will automatically look up the Bank Name based on the provided Routing Number.

ONBOARDING WELCOME,

. . €) SIGN OFF
by Paycor Tom Fisher

Welcome Vv

Let's Pay You Faster

Personal N4 Set up a direct deposit using your bank account information.
The full amount of your paychecks will be deposited into the entered account but you can
set up more accounts once you've been hired.

Contact v

123
DATE
|‘9 Vel’lflcatlon \/ PAY TO THE $ |
QORDER OF . L
DOLLARS
Direct Deposit
11234567891 |000123456789| 123
Tax Setup l
Routing Number  Account Number
Documents Routing Number*
042000013

Review
Bank Name

S U.S. BANK NATIONAL ASSOCIATION

Account Number*

Back to I-9 Verification Skip Direct Deposit Save & Continue
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The New Hire Experience

A connected tax form service will dynamically generate the appropriate tax forms
based on the the New Hire’s Work Location and address, and other supplied
responses, prompting the New Hire to complete the required forms.

Tax Setup Tool

Please select which sections you would like to complete:

Federal
@) Help me determine which withholding forms apply to me

California Resident

~ , ]
(@ Help me determine which withholding forms apply to me

| want to skip this section

Ohio Nonresident

Help me determine which withholding forms apply to me

@ | want to skip this section
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The New Hire Experience

New Hires can review the completed tax forms before submission.

Tax Setup Tool

Federal Employee's Withholding Allowance Certificate

ment Review

iew the document an

Form W4 (2017) i o

Baskc M you wren ) comet, complete
phite Form W4 56 that your o6 Warksheet Secew, The
o

chwred 54 the ofwers. Zee P
s M s o 3
Notos 130, Suppierrenta Fom
Norvesiders A, before compieting e o

Ater yoor Forre W4 takes

ot
Pk, 525, axpacialy ¥ your samings
ontse rurtow of iy 140
Sowr s, Crochs Yo chid or dapendeet o F160.000 Masies
oy e ard i ok lax Cwdt ey be Clersed Futars developmeets. kfzemat cn waout ary
187G 10 Parsonal Alswances Warkihest tecw dmicpmacts stectng Fame W1 uch
B0 P, 555 1 #AXTRINN ) COTANIN pou ST Inukaion sracsed 30 we sasia { wi 56 poues
coad e wihoidng oweross ¢ e s GOV,
Personal Allowances Worksheet (Keep for your records. |
Ertnr *1" for yourseM if =0 ore else can clalm you a5 3 dependent
* You're single and have onty one job; of
Entar 1" £ * You're married, have coly one job, and your So0use Aoesn'T work: of
* Your wagns o @ secong b of your spouse s wages kor the ot of both) sre $1.500 or less
Entar *1” for your spouse. Eut, you may choose 10 enter “0-" if you are marmied and Pave ¢ier @ working soouse of mare
1ran one b, nterng “-0-" may held you avord having %00 Mtk tax withheid )

Entar number of dependents (other than your Spouse of yoursel] you will claim on your lax retum .

Eotnr “17 1 you wil e s head of household on pour i riturr e conditions urce: Head of household mxn«

Lrtar 17 # you have at least $2 000 of child or depandent care sxpenses for wiich you plan to clasm a crede

Note: Do not inciude chid support payments. See Pub. 603, Chid and Dependent Care Expenses, for detais. )

Child Tax Credit (nchuding addiional child 1ax crodit). See Pub. 972, Chid Tax Crodit, for more information.

* ¥ yeur 1018 income wil be lesa Tan §70,000 (3100,000 if masied), enter “2° for each ebgbie chid; Tan less “1° if you
Paivi two 10 Sour @igitie chikeran of less “2" if you hinse Tre 0f mom ebgbie chidnm.

* It your ot income w i be betwean $70.000 andg $84,000 (5100000 anc §119.000 f mamed). enfer *1" for sach sigblecréd. G
Al e A hecugh G st antir 1000 hare, (Notie This iy Be ciffarint from th nambae of ormations you caim on your e ekan) > H

. ﬂyﬁu plon 0 Wamwmmlman: Want 10 reouce your Witholiing. see the Deductions
For ncounacy, e Adpasteants Werksheet o cuge 2
o * I you are single and have more lmn Maatemmodandmwmrwmmvorucﬂ'bmd
-onm saing fro from u Km 'u:.-! :630.01‘_1. L00 ¢ mewrec), sen Poge 2

Under penalties of perjury, | declare that | have examined this certificate and to the best
knowledge and belief, it is true, correct, and complete
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The New Hire Experience

The New Hire can also electronically sign any other required documents associated
with the onboarding group.

ONBOARDING WELCOME,

. . 4) SIGN OFF
by Paycor Tom Fisher

Welcome Vv

| V4 Let's walk through some company documents. You will need to review and sign each
Persona .
document. You can download these after submitting your onboarding.
Before you get started, please setup your electronic signature.
Contact Vv
-9 Verification v/ &% Setup Electronic Signature

Direct Deposit v/

Documents To Read/Acknowledge
Tax Setup Vv

2/3 Complete
Documents CA102 v Completed
. H t Poli
ReV|eW arassment Folicy
. W4101 v Completed
Submit

Back to Tax Setup Setup Electronic Signature
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The New Hire Experience

All digital documents are also downloadable as a PDF.

Harassment Policy & Download as PDF

HARASSMENT POLICY

is committed to praviding a work environment free of unlawful harassment,
10 ilegal and agains Lhe pulicies of he Cornpany lor any employer Lo be subjecled Lo baressinenl,
including, but net limited te, harassment based on race, religious affiliation, color, ape, sex,
physical/mentsl disabilities, nationzl orizin, ancestry, medical condition, marital status, sexual
orizntation or =ny other basis protacted by federsl, statz or loczl law.

15s ilega and agains the pelicies of The Cormpany Tor any peeson invaived in the operalion af Lhe
Company te harass ancther employee. Prohivited unlawful harassment en the basis of sex, age, race,
sncestry or national crigin, color, religious affiliation, physical/menzal disabilizy, medical cond'tion,
marital status, sexual orientation or any cther orotectsd basis includes, but is not limized %o, the
tellowing behavior:

L. Verbal conduct such as epithets, deregatory jokes or tomments, slurs or unwarted sexusl sdvances,
invitstions ar comments;

7. Visual conduct such as derangatory andfor sexually-oriented posters, photography, cartonns, drawings,
ar gestures;

3. Physical concuct such as assault, unwanted touching, block ng normal movements or interfesing witn

work; and
4. Retaliation for having reportad or thraatening to report harassment.

It s illegal and against the policies of the Company for any employae, mals or fema e, suparvisor or
cowarker to sexuslly harass ancther employee by [a) making unwelcome advances or requests for
sexual tavors or other varbal or physical conduct ot a sexual nature & cendition ot an employee’s
continued employment, or {b) making submission to or rejecticns ot such cenduct the basis for
employment decisions affecting the employee, or {] creating zn intimidating, hostile or offensive
working envirenment by such conduct.

| confirm that | have carefully reviewed this document and believe it to be true, accurate, and
complete. Furthermore, | understand that by signing this form, | am agreeing that it
represents my legally binding signature.

Electronic Signature*

Tom Fisher Sign & Continue
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The New Hire Experience

After completing all required fields, the New Hire can review all provided information,
making edits as needed, before submission.

ONBOARDING WELCOME,

. : 4) SIGN OFF
by Paycor Tom Fisher

Welcome v _ .
Review Onboarding

Personal V4 Please confirm all of your information is correct. You will have the opportunity to
download your onboarding paperwork after submitting.

A
Contact V4 Personal [ Edit
Full Name Tom Fisher
-9 Verification v/ Birthdate 12/06/1989
Marital Status Married
Direct Deposit +/
SSN FERE A 252
Tax Setup v Contact B Edit
Address 55 Grove Street

Documents v Los Alamos, CA 93440

Email tomfisher@TomFisher.com
Review Mobile (510) 444-5259
Home (510) 555-8819

Submit

Back to Documents Submit Onboarding
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The New Hire Experience

After submitting, the New Hire can download all signed documents. Onboarding will
also remind the New Hire to bring in documents establishing identity to complete the
I-9 Verification.

ONBOARDING WELCOME,

> . 4) SIGN OFF
by Paycor Tom Fisher

Welcome Vv
Congrats and Welcome to Newton

Personal v Onboarding!

Your onboarding is complete! Thank you for providing all of the requested information.

Contact v Your planned start date is: Monday, April 24th

I-9 Verification v/

@ Download your Employment Document Package

Direct Deposit v/
Oh, And One More Thing

T S V4 We need to complete your 1-9 Verification before you get paid! Please bring documents
P that will establish identity and employment verification. These might include:

e Valid US Passport
Documents , o ‘
e Valid US Driver's License/State ID card and Birth Certificate

e US Citizen ID Card and Valid Driver's License
Review Vv
If you are under 18, are an alien authorized to work, or have questions about what to
bring, visit the USCIS website for more Acceptable Documents.

Submit v
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Completing Onboarding for New Hire

After the New Hire submits his/her Onboarding package, you will receive an email
notifying you that there is a pending onboarding package awaiting your review.

Navigate back to the Pending New Hires area, then click into the New Hire’s name to
continue onboarding this hire.

Pending New Hires

Return to employee list

o,

120026 KPENG@pay... 05/23/2017 Submit (Today) -43% @ Delete
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Completing Onboarding for New Hire

The New Hire’s entries are available for review. As you review, make any adjustments
as needed, clicking “Next” to proceed through each page.

PERFERM

Home Company Employees Me Learning

Tom :
: Personal Information
Fisher
Prefix
Mr. v
Step 10f12
Contact Tom
.
osien Legal FirstName )
Status

I-9 Verification

) ) Middle Name
Direct Deposit
Tax Setup
Additional Information LastName *
nrrrrancatin Fisher
Compensatior

Nork Schedule Maiden Name
Checklist
Hire

Suffix
Selectone v

Birth Date *

12/06/1989

Age
27

Social Security Number *
ttt_tt_4882
() Show

Gender*

Male

Welcome, Kevin My Settings

Marital Status

Single

Ethnicity/Race )
White

Disability @
No

Veteran @)

No

Accredited

Cancel

Sign Out

Next
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Completing Onboarding for New Hire

Certain steps and fields are internal-only, meaning they must be filled out by the
Onboarding admin rather than the New Hire.

For example, the Position step requires that an Onboarding Admin specify FLSA
status, Department, Pay Group, etc.. This was an internal step noft visible to the New

Hire.
Tom 4
: Position
Fisher
Client
- 120026 - Coffeestartup
Step 3 0f 12
Personal Job Title Department * Paygroup *
Contact Account Executive v 100 - Sales v Bi-weekly v
Status Salary Non Exempt v Full Time v Cincinnati v
I-9 Verification
Employee Type *
Direct Deposit
Regular v
Tax Setup
Additional Information
Cancel Previous Next

Checklist

Hire
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Completing Onboarding for New Hire

The Checklist is another internal-only step designed to help you track the completion
of any tasks or items related to this New Hire’s onboarding.

For instance, you might use this to track the provisioning of an email account and new
computer.

Onboarding Admins can also add new items to this checklist on-the-fly by clicking the
“Add Item” button. Items added in this way affect only this specific New Hire.

Tom .
Fisher Checklist

Step 11 0of 12

This checklist and any other items you add below will appear on Tom's profile.

) Provision computer

Personal ] Create network and email account
Contact )
) Assign desk
Position
[_J Order business cards
Status
-9 Verification L) Order name plate

Direct Deposit

| Give office tour

Tax Setup
| Coordinate new hire team lunch

Additional Information

Compensation

4+ Add ltem
Work Schedule

Checklist

Hire

Cancel Previous Next
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Completing Onboarding for New Hire

The final step allows you to review all information pertaining to this New Hire. At this
point, you can download a .zip containing all of this New Hire’s documents.

Click the “Hire” button to officially complete Onboarding for this New Hire.

Tom
Fisher

———
Step 12 0f12
Personal
Contact
Position
Status
I-9 Verification
Direct Deposit
Tax Setup
Additional Information
Compensation
Work Schedule

Checklist

Hire
Personal
Contact
Position

Status

I-9 Verification

Hire Documentation, eligibility

Direct Deposit
Tax Setup
Additional Information

Compensation

Work Schedule

Click ‘Download’ to
Download all of this
New Hire's uploaded
Checklist documents.

Click ‘Hire' to
complete
Onboarding for
this New Hire.

Employment Documents & Download

Cancel Previous
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Completing Onboarding for New Hire

After completing Onboarding for a New Hire, the New Hire is moved from the Pending
New Hires area into the Active Employees list, accessed by clicking Manage
Employees.

From here, you can export out employee data in bulk (in spreadsheet format) by
clicking the “Export Employee Data” button.

You can also review and edit Employee Profiles by clicking into the Employee’s name.

The Employee Profile consists of all fields from the Onboarding process, including the
Checklist.

Home Company Employees Me Leaming

2 New Hire & Export Employee Data Reset Filters

EmployeeName » Y | Employee Number Y | Social SecurityNu... Y | Status(3) Y | Department Y | ClientiD Payroll Y | Paygroup Y
Brown, Steve |2 | s -5555 Active 100 - Sales General Bi-weekly

Click here to export
Craft, Jon 5 **4xt BEEE Active 100 - Sales out your employees’ General Bi-weekly

information in bulk.
Fisher, Tom Active 100 - Sales General Bi-weekly
Peng, Kevin Click an Employee’s name to Active 100 - Sales 120026 General Bi-weekly

review and edit his/her profile.

Shipley, Caitlyn Active 100 - Sales 120026 General Bi-weekly
Smith, Steve Active 100 - Sales 120026 General Bi-weekly

< Back To Manage Employees

To export employee information
in bulk, check off the employees
you wish to include, then click
“Export Selected Employees”.

Export Employee Data

& Export Selected Employees

B T ——

Craft, Jon 05/18/2017 Yes 05/18/2017 & Export
M Fisher, Tom 05/23/2017 Yes 05/22/2017 & Export
Brown, Steve 05/11/2017 No & Export
Peng, Kevin 05/12/2017 No & Export

Shipley, Caitlyn 05/17/2017 No To export out a single & Export
employee’s
: information, click the
Smith, Steve 05/11/2017 No & Export

“Export” button.
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Admin Configuration

After going live with Onboarding, admin access will be provided to your Onboarding
platform. While Newton will handle the initial configuration, you are free to make any
changes as needed. The following section will walk through changing your Onboarding
configuration.

To access your organization’s Onboarding configuration, click into the “Configure
Company” menu item. Settings are grouped on the left hand side.

Welcome, Kevin My Settings  Sign Out

PERFERM

Home Company Employees Me Learning

Configure Company
Configure, . N
by

Work Locations

Work Locations
Organizations
Jobs + Add Work Location
Document Library

Custom Fields

Onboarding Groups Name City State Phone Number

Wizard Configuration

Payroll M Cincinnati Cincinnati OH
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Admin Configuration

Work Location:
Add, edit, and remove Work Locations associated with your organization.

A Work Location is selected when initially inviting a new hire to onboard.

« The Work Location determines the tax forms presented to the New Hire during the
onboarding process.

» If no Work Location is selected, the tax form defaults to the organization’s legal
address.

Configure Company A

Work Locations

Organizations

Jobs + Add Work Location

Document Library

Add Work Location

Name * Location Number
Phone Number Time Zone
Select One v

Division Code

Physical Address

Address Line 1 % Suite

Address Line 2

Zip %
City % State %

Select One v

County
Country

United States Of America v

s (D
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Admin Configuration

Jobs:
Customize the library of internal job titles that can be linked to New Hires.

» (Optional) Set up Jobs in Onboarding if you wish to have new hires grouped into
specific job titles. This will not affect the Candidate and Job record associated with
the new hire in Newton ATS.

« During an export, if the Newton job title matches perfectly with an Onboarding job
title, the New Hire will automatically be linked to the job.

Configure Company A
Jobs + Add Job

Work Locations

Organizations Account Executive
Jobs

Document Library Account Executive JOb Details
Custom Fields
Financial Analyst
Onboarding Groups Active Employees Last Updated On Last Updated By
Wizard Configuration Java Developer 0 Peng, Kevin
Payroll v
Job Title * Job Code
Account Executive Sales100
® Cancel « Save

newll'o n Newton Software, Inc. | 415-593-1190 | San Francisco




NEWTON SOFTWARE / ONBOARDING

Admin Configuration

Document Library:

Customize the library of documents that may need to be viewed and signed off by a
New Hire. From this library, choose the specific documents that apply to a New Hire
through Onboarding Groups.

» Supports fillable PDFs. Fillable PDFs will appear as a form in the Onboarding
Wizard, allowing New Hires to fill out the open fields from the PDF and
electronically sign the document. Non-fillable PDFs, or image files, can only be
electronically signed.

« Example documents: Employee handbook, company policies, etc..

» Accepted File Types: PDF, JPG, PNG, TIF. 100 file max per category.

Add Document

Upload Document *

Selectfile

Name *

Category
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Admin Configuration

Document Library — Uploading a Fillable PDF:
When uploading a fillable PDF, the Onboarding platform will automatically identify the
form fields to be filled out.

« Rename and disable/require fields, and customize field types as needed.
» Responses will file back into the original PDF form, which is viewable as an
document upload on the New Hire’'s employee profile.

Edit Document

Form fields from the
PDF will
automatically be
detected and
parsed into fields

Name *

Uniform Order Form

Category s
within the
Onboarding wizard. Uniform Order Form
Name * Field Type
Name Free Form (Alpha/N

() Disable [J] Make Required

Shirt Size * Field Type
Shirt Size Free Form (Alpha/N..
) Disable [_] Make Required
Boot Size * Field Type
Boot Size Free Form (Alpha/N
) Disable [ | Make Required 0/
Uniform Color * Field Type /

Uniform Color

| Disable || Make Required

Free Form (Alpha/N..

Disable fields, require
fields, rename fields, or
change field types after
they've been parsed in
from the original PDF, if
needed.

 Cancel

newll'o 1] Newton Software, Inc. | 415-593-1190 | San Francisco
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Admin Configuration

Custom Fields:
Create Custom Fields to collect & track miscellaneous information regarding the New

Hire that may impact the onboarding process.

» Build a set of Custom Fields from a variety of field types, and choose whether you

want to make the field required.
» Check the “Include in New Hire Wizard” option if you want the field to be filled out
by the New Hire. If unchecked, only the Onboarding Admin(s) will be able to view

and fill out the Custom field.

N i Custom Fields

Work Locations

Organizations 120026 - Coffeestartup <4 Add Custom Field
Jobs

Document Library [ Aid License Plate Number

Onboarding Groups Eligible to work from home? Field Name * Field Type & Delete

Wizard Configuration License Plate Numt Free Form (Alpha/Nt

License Plate Number

Voided Check Copy

Payroll v ) )
[ Make Required [« Include in New

Hire Wizard

® Cancel « Save

Add Custom Field

Field Name *

Field Type

Select One v

(] Make Required

[ Include in New Hire Wizard

® Cancel « Save

newll'o n Newton Software, Inc. | 415-593-1190 | San Francisco




NEWTON SOFTWARE / ONBOARDING

Admin Configuration

Onboarding Groups:

Before a New Hire can be invited to onboard, they must be placed in an Onboarding
Group. Onboarding Groups determine the specific documents (from the

Document Library) that must be filled out and signed off on by the New Hire.

« Create an Onboarding Group by clicking “+Add Group”, then select the documents
to be signed off on by New Hires placed in this Onboarding Group.
» Generally, Onboarding Groups are based on Location and/or Job Function.

Configure Company

Onboarding Groups

Organizations 120026 - Coffeestartup

Work Locations

Jobs

Document Library Create onboarding groups to manage documents for different categories of new hires.

Custom Fields

Onboarding Groups

Ad California

Wizard Configuration California Group Name * & Delete
Payroll i Ohio California
Acmow'edgem'“Type

PTO Policy Electronic Signature O v

Social Media Policy Electronic Signature O v

Uniform Electronic Signature o v

+ Add Document

% Cancel « Save

Add Group

Group Name * Selected Documents

Remote

PTO Policy

=]

Category

(Uncategorized) v Social Media Policy

=[]

() Select All
(@ PTO Policy
(w) Social Media Policy

() Uniform

% Cancel « Save
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Admin Configuration

Wizard Configuration:
Customize the Onboarding Wizard used by New Hires, including exposing/hiding

certain steps and making fields required/optional.

Confi C . . .
e ey Wizard Configuration

Work Locations

Organizations 120026 - Coffeestartup O Reset Wizard

Jobs

Document Library [ Y Personal

Custom Fields

) Welcome
Onboarding Gro
11bosreing Broups Field Name

Wizard Configuration

Prefix
Payroll v
Contact First Name “Include” means the
field is optional for the
Position Legal FirstName ) New lef to fill out.
Require” means the
Click on a specific = v field must be filed out
Onboarding step alus NMICCiCNamE by the New Hire.
to view the
customization I-9 Verification Last Name
options for that
step. Direct Deposit Maiden Name @
Tax Setup Suffix " ®
) Alpha Sort
Compensation
Birth Date
Work Schedule
Social Security Number
Checklist

Gender

Tobacco User

Marital Status

If a field is neither
included nor required, it

Ethnicity/Race will be hidden from the It O
New Hire altogether.

Disability 72 )
However, Onboarding

Veteran Admins can always view 77 0
(and edit) all fields by

Accredited navigating into the @ 0

employee profile.

<4 Add Helpful Link
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Admin Configuration

Wizard Configuration:
Certain steps can either be required, optional, or excluded from the Onboarding

Wizard depending on their relevance for your organization.

» Check “Exclude this step” to bypass this step in the wizard altogether.

» Check “Make step required” to force New Hires to complete the step.
« If both are left unchecked, the New Hire will see the step but has the option to skip

past it.
Configure Company . . .
Wizard Configuration
Work Locations
Organizations 120026 - Coffeestartup O Reset Wizard

Jobs

Document Library [ Y Direct DePOSit

Custom Fields

\ .
Onboarding Groups Welcome () Exclude this step

Wizard Configuration
Personal [ ] Make step required

Payroll v
Position Routing Number
Status Account Number
I-9 Verification Account Type
Tax Setup

<4 Add Helpful Link

Compensation

Work Schedule % Cancel  Save

Checklist
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Admin Configuration

Wizard Configuration:
Links to other webpages can also be added for each step, through clicking the “Add

Helpful Link” button.

» Generally, this is used to link the New Hire out to a page providing supplementary

information.
» Forinstance, the Direct Deposit step can have a link added that provides

instructions on where to find account and routing numbers.

Confi C . . .
—— Wizard Configuration

Work Locations

Organizations 120026 - Coffeestartup O Reset Wizard

Jobs

Document Library [ b4 Direct Deposit

Custom Fields

Onboarding Groups Welcome (] Exclude this step
Personal [ Make step required
Payroll v
Position Routing Number
Status Account Number
1-9 Verification Account Type
Direct Deposit
Tax Setup
<+ Add Helpful Link
Compensation

I
Work Schedule % Cance « Save

Checklist

Add Helpful Link
Title *

Address *
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Admin Configuration

Wizard Configuration:

An Onboarding “Checklist” can also be setup from the Wizard Configuration. This is an
internally-accessible checklist (New Hire will not see this checklist), meant for tracking
any items that should be handled as part of a New Hire’s onboarding.

« Admins can view this checklist by navigating into the New Hire’s employee profile.
« If you do not wish to use the checklist, select the “Exclude this step” checkbox.

Configure Company

Work Locations

Organizations 120026 - Coffeestartup

Jobs

Wizard Configuration

) Reset Wizard

Document Library [

Al Checklist

Custom Fields

\
Onboarding Groups Welcome

] Exclude this step

Wizard Configuration
Personal

Create and save a default checklist for new employees that will appear on the employee’s profile. More items
can be added later to an individual employee's checklist in the onboarding wizard.

Payroll X
Contact

Checklist Actions

Position

Provision computer T - v

Status

Create network and emailacct | §§ a w Delete an item, or

I-9 Verification

move an item up or
down the checklist,

Assign desk

ab
3
<

Direct Deposit

through clicking the
respective action
button.

Tax Setup

Order business cards

ab
»
<

Compensation

Order name plate

ab
»
4

Work Schedule

Checklist

Give office tour

ap
»
<

Click “Add Item” to create a
new checklist item.

Coordinate new hire team lunc

ab
»
<

N

4+ Add Item
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Admin Configuration

Taxes (under Payroll):
Click “Add Tax” to enter in any Tax Codes that pertain to your organization’s
employees. These determine the tax forms that will be filled out.

» Federal codes are provided by default, but State and State Unemployment Tax
Codes should be added for any states that your organization hires in.

 Example: If a company is headquartered in Ohio, but also hires people in
California, Colorado, and Indiana, set up state taxes for OH, CA, CO, and IN, and
set up unemployment only for Ohio.

Configure Company Ta)(eS

Payroll A
120026 - Coffeestartup <4 Add Tax
Taxes
Social Security - Employee
SOC - Social Security - Calculate
Employee
Code Description
SOCER - Social Security - soc Social Security - Employee
Employer
ID Number Rate
MED - Medicare - Employee
51-3555555 6.2000%
MEDER - Medicare - Employer
Deposit Frequency
ZZEIC - Earned Income Credit Semi-Weekly
FITWH - Federal Income Tax
Advanced Settings ¥
FUI - Federal Unemployment
Global Settings ¥
CA - California State ED D
CASDI - CA Disability ¢ Cancel
Add Tax
Tax
Q, | unemp||

UNEDC - Washington, DC Unemployment
UNEDE - Delaware Unemployment

UNEFL - Florida Unemployment
X % Cancel
Tax codes will be

suggested based on
what you've entered in.

UNEGA - Georgia Unemployment
UNEHI - Hawaii Unemployment
UNEIA - lowa Unemployment

UNEID - Idaho Unemployment

LINIEN - Hlinnie | Inamnlnumant
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FAQ (Frequently Asked Questions)

Is there a limit to how many Onboarding Groups | can create?
There is a limit of 100 Onboarding Groups per category. If you need to create more
than 100 Onboarding Groups, you will need to split them up into categories.
Categories are created as part of the Onboarding Group creation process— to create a
new category, simply type in the name of the Category you wish to create in the
Category field.

Is there a limit to how many documents | can add to the

Document Library?

There is a limit of 100 documents per category. If you need to upload more than 100
documents, they will need to be split up into categories. A category can be created or
selected when uploading a document.

On a related note, each Onboarding Group can hold up to 100 documents total.

Can | customize the logo and branding on the registration

email or registration pages?

No, it is currently not possible to add your own custom branding. If this is something
that would interest you, please let our Support team (support@newtonsoftware.com)
know.

On a related note, the “Welcome Page” within the Onboarding Wizard can be
customized. The message itself can be edited, a logo can be added via URL, and a
video can be added from YouTube or Vimeo.

Can | have New Hires fill out custom PDF forms?

Yes, upload your fillable PDF into the Document Library and the platform will
automatically parse out your PDF fields, displaying them to the New Hire during the
Onboarding process. Please review this page for more information on fillable PDFs.
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FAQ (Frequently Asked Questions)

We have compiled a list of Frequently Asked Questions related to Onboarding on our
Support Center. Please click here to review them.
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Please contact

if you have any questions!



