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PEO Client Onboarding New Hire Process

The Onboarding New Hire process includes four sections:

1. Employer Initiation
Set up the new hire in the system which generate a welcome email to the employee.
Login credentials will be the employee Social Security Number.

2. Employee Portion
Employees complete their New Hire Information.

3. Employer Verification
Verify and process the Employee’s documents.

4. Propel Review
Your Payroll Specialist will receive notification and review data.

Reminders:
e Any field with a blue bar ! is a “required” field and must be completed. Email
addresses and telephone numbers are needed. Enter any additional information you may have.
e You may wish to provide the Employee Section found on Pages to your New Hire to assist

them in completing their documents.

Due to our ability to customize your set up, the Examples shown throughout this document may vary
from your actual screens. Please contact us for assistance with any questions you might have.



Worklio Onboarding Instructions

Pre-work — During the Job Offer

You will need the following information from your candidate before you hire them in the system:

- Employee’s Full Name (as it appears on their social security card)
- Employee’s Social Security Number

- Employee’s Email Address

- Employee’s Hire Date (which is their first day of work)

Part 1 — Manager Initiation (Before the First Day of Work)

1. Loginto the Worklio payroll system using your management access.

2. Once you have logged in, access your Employee List, then click the Onboarding tab at the top. (Note: Do
NOT click the Create Employee Record.)

propel DEMO

4 Employees Overview Onboarding

Employee List

Active v
° Create Employee Record o Import Multig
3. Click Onboard New Employee to begin.

s Employees Overview Onboarding

Onboarding New Hire List

@ Onboard New Employee O,

4. Select the Onboarding Template — use the dropdown and select Standard PEO Hire and click Continue.

Select Onboarding Template  ® v

Standard ASO Hire

Standard PEO Hire
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Worklio Onboarding Instructions

5. The next page, Onboarding Setup Template, is Propel HR use only. — NO ACTION IS NEEDED. Just click the
NEXT button at bottom to continue.

You are now ready to start entering your employee information. Note: the fields highlighted with blue are
REQUIRED. You will not be able to continue without entering the blue fields. Once this information is entered,
click NEXT.

6. Employee Basic Information - Enter the Employee’s First Name, Last Name, SS# and Email Address (this
email address will be used to send notifications to the employee).

Click m at the bottom to continue.

7. Employment Basic Information - Enter the Employee’s Original Hire Date (Employee’s first day of work).
NOTE: No other information is needed on this page.

Click W at the bottom to continue.

8. Employment Detail Information - Use the dropdown boxes to complete required fields and all other fields
such as Position, Department, Reports To, Time Off Group and EEO Class.

Skip the Additional Details section. Click IEE to continue to the next page.

NOTE:
e Compensable Hours are the number of hours the employee will work in a pay period.

Example:
Here is a sample of a completed screen:

Employment Detail Information
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Worklio Onboarding Instructions

9. Next, you use the dropdown menu to choose the correct Job Costing. This should be your Location
Number or Department. Click m at the bottom when completed.

You are finished with Part 1. The system will generate a Welcome Email to the Employee, including the link to
complete their New Hire Information and instructions.

(You can view the following screen to confirm that your portion is done. Onboarding Status will state Invitation
Sent as pictured below.)

& Employees

Onboarding New Hire List

(] ’ [+
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Worklio Onboarding Instructions

Part 2 - Employee Portion (Before the First Day of Work)

Note: You will need to have the following information available BEFORE you complete onboarding.

e Social Security Number
e Bank Routing and Account Numbers (if direct deposit is desired)
e Federal and State Tax Withholding Information for W-4 (ask a parent if help is needed)

You will receive an email inviting you to start your new hire onboarding. Click Start to begin. Login using your
social security number. (This will need to match the SSN given to the GM.) Click Next.

Click the Start Onboarding Process button at the bottom of the screen.

Welcome to Propel HR/ Please be sure to complete all of the new hire
we I come documents listdd below. Note: Please include personal contact number and email as listed throughout your
documents.

Onboard

Any questions, please contact Propel HR at (864) 271-7611. Welcome to the team!

Never onboarded online? No worries. Here are the steps:

@Review Employment @ EEQ Form (Optional)
neck the info that we pre-filed, If there e EEQ seif.identi n for
ease le ressure
@r9rorm (®)w-arorm
F ¢ -9 d reste your own €5 Jture, 100! ) D i ¢ ofo e W e
@ Personal Information @ Company Documents
y t Mmore abour self Fi me re docy

e kb

@ Contact Information

START ONBOARDING PROCESS

Important Onboarding Notes:

e Any field with a blue bar [ is a required field and must be completed, in addition
to contact number and email.

e If the system times out while you are entering your information, you will be prompted to enter your
SS# and continue where you left off.
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Worklio Onboarding Instructions

1. Employment Summary Approval - Carefully review Employment Summary Approval page to see if
Employment Information is correct. If everything is accurate, click in the bottom right of
the screen to continue.

Employment Summary Approval

o
P [»3
If you feel something is incorrect, click at the bottom right of the screen and enter

a message detailing the item. When finished, click in the bottom right of the screen. Your
message will be sent to your manager for correction. You will be notified when this is completed. Log back
in and pick up where you left off entering your new Hire Information.

2. 1-9 Form - Please complete the I-9 Form. A copy of the instructions to complete the I-9 form are available

for download. After reading the statement, check | | Attest, That which will open a form where you will

complete your Personal Information, including your Email and Phone Number.

Employee Information and Attestation (I-9 Page 1) - You will be directed to the next screen to begin

entering your Personal Information. Please enter your Email and Phone Number in this step.
E-Signa .

Attestation - Check the appropriate response. Check E-Signature =2lENSETE - Click

to sign the document electronically. You can either use your mouse and write

your signature or click the to use your keyboard and type your name. Click when finished.
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I-9 Review - Review the three (3) pages of your completed I-9 Form, clicking to move to the next page.

1-9 Review

— 4+ Automatic Zoom =

Employment Eligibility Verification USCIS
P Form I-9
Department of Homeland Security OMB No

U.S. Citizenship and Immigration Services

» START HERE: Read instructions carefully before completing this form. The instructions must be available, either in paper or electronically,
during completion of this form. Employers are liable for errors in the completion of this form.

ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-authorized individuals. Employers CANNOT specify which document(s) an
employes may present to establish employment authorization and identity. The refusal to hire or continue to employ an individual because the
documentation presented has a future expiration date may also constitute illegal discrimination

Section 1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form I-9 no later
than the first day of employment, but not before accepting a job offer.)

Last Name (Family Name)

Other Last Names Used (if any)

N/A N/A

First Name (Given Name) Middle Initial
Test 3

Apt. Number

ZIP Code

23743

Address (Street Number and Name) City or Town ‘Slale

% sC

Employee’s Telephone Number

Paw lans

Date of Birth (mm/ddfyyyy) [U's social Security Number

02/02/2000 250\“2020]

| 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.

Employee's E-mail Address

N/A

| attest, under penalty of perjury, that | am (check one of the following boxes):

E 1. A citizen of the United States

3. Personal Information - Gender is a required field and must be completed. If you wish, complete the
other information. NOTE: Driver’s License information does NOT need to be completed.

Personal Information

© O, O, O——0

PERSONAL INFORMATIO
44402020 @ Unmask Date Of Birth | 27272000 =
Salutation Mr v Gender [ Maid ’
Firsr A Test
First Name es Citizenshif | A Citizen Of The United States v
Last Name Employee Driver's License Number
Mi e
Middle Nam: Driver’s License Expiration Date ot}
Other Last Names User (If Any) Driver's License Class
Nickname Driver's License State Dt
Suffix
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Worklio Onboarding Instructions

4. Contact Information - Enter any additional Contact Information.
If you use an Alternate Mailing Address, such as a P.O. Box, enter it.

Emergency Contact — enter your emergency contact information. When finished, click m in the bottom
right of the screen to continue.

Contact Information

O—0—=0 : o—o0

| 2040 Tiger Pow lane Setup Alternate Address

[or
l South Carolina
[ 29725

| j T
onal Cell Phone (864) 999-9999
propelhr@yshoo.com
npany Cell Phone (

ompany Phone (

5. EEO Identification - This information is used for Equal Employment Opportunity reporting purposes. We
ask you to supply it so that we can generate government-mandated statistics.

When finished, click m in the bottom right of the screen to continue.
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6. Tax Withholding - Complete your Federal W-4 Form and your State W-4 Form (if applicable). The W-4
worksheet or online IRS Calculator is available for your use, if you wish. This can be done by clicking
RS Calculator.

When finished, click in the bottom right of the screen to continue.

Tax Withholding
o o 0 0
O 9 O

Federal Tax

O]
-]

the W-4 worksheet or the online IRS Calculator,

53 ) ®© Urr dre.
Name and middle in [T Or Tor e Code
Last Name | Employee
of Household only if you're unmarried and pay more than half the costs of keeping up a home for yourself and a qualifying individual

[ Single or Married filing separately v

| claim both plies and | want to check the box 2(c) on Form W-4:

-1 hold more than o se 2ls0 works.

ried filling joindy and my s

There are only two jol

Deductions

Tax Withholding Resident State (South Carolina)

See SC W4 for more information

f your last name is different on your Social Security card, check here

Total number of allowances you are daiming

rvicemember spous:

ded my employer

test Leave and Earni ent.
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Worklio Onboarding Instructions

W-4 Form Review - Review and Sign your completed Federal W-4 and State Withholding forms. Click Next at

Accept and Sign

the top right nex to move from your Federal form to your State form. If changes need to be

made on either form, click at the bottom right of your screen.
After confirming the forms are completed correctly, check | Declare.

To sign the forms, click Verify Signature and . When finished, click in the bottom right of the
screen to continue.

w-4
1 O O O O U O
Accept and Sign
W-d v 10f2 Previous  Next ceptand Sig

4 Auiomatic Zoom = WARNING

You must review 1 document(s). Click NEXT above

the document to review them all. Then please

check, accept and sign the document(s).

i w_4 Employee’s Withholding Certificate OME No. 1545074

> Complets Form W-4 50 that your employer can withhald the correct federal income tax from your pay. | oo
> Give Form W-4 to your employor. 2021
» Your withholding is subject to review by tho IRS.

i T S TG0 Tastrame ) St secury R | Declare
| Explovee 20-2020
» Does your name match e
Personal 2040 Tigar Paw lane Name Of Your SOcka Secuity
Ind 2040 Tiger Paw lane cand? If oL, to ersure you got
iy o town, =aie, and 71P GO0 CrRdit for your ATINgs, Contact
P SSA &t 800-72-1215 of QO to
Yerk 3C 29745 Wi 333 gou
(© (7] sngle or Marmed fiing separately
L] Marmed filing jointly or Qualitying widowier)
m] heck anly i you's and pay maro than half 10 costs of KOENG UP & KM 1or yourser! and 3 Quallying ndividkal )
Complote Stops 2-4 ONLY i they apply to you; othorwise, skip to Step 5. Sea page 2 for mora information on each step, who can E-Signature
chim exemption from withholding, when to use the estimator at www.irs.gov/W4App, and privacy.
Step 2: Complete this step if you (1) hold more than one job at a time, or (2) are married filing jointly 3nd your spouse
Multiple Jobs also works. The correct amount of withholding depends on income eamed from all of these jobs.
or Spouse Do only one of the following
Works {a) Use the estmator at www.irs. govIW4ADp for most accurate withhokding for this step (and Steps 3-4); o

{b) Uso tha Multiple Jobs Worksheat on page 3 and enter the result in Step 4ic) balow for roughly accurate withholding: or
{c) If there are only two jobs total, you may check this box. Do the same on Form W-4 for the other job. This option
Is accurate for jobs with similar pay, otherwise, more tax than necessary may be withheld . . .. 0O

TIP: To be accurate, submit a 2021 Form W-4 for all other jobs. If you (or your spouse) have salf-employment
income, including as an Independent contractor, uss the estimator.

Complote Stops 3-4fb) on Form W-4 for only ONE of theso jobs. Laave those steps blank for the other jobs. (Your withholding will
be most accurate if you completo Steps 3-4(b) on the Form W-4 for the highost paying job)

Step 3: If your total ncome wil be $200.000 or less ($400,000 or less if married filng jointly). I l

7. Direct Deposit Setup — (Use this option to send your paycheck directly to your bank.) Click
© Add New Bank Account o add your direct deposit. Add your banking information as listed below:

Add Bank Account

Account Type | Checking v
Account Number | 123456
Routing Number | 053207766 WELLS FARGO BANK

Account Holder Name

Test Employee

Pay Into This Account | Percentage v

Percent | 100

When finished, click in the bottom right of the screen to continue.
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8. Custom Fields - Do you wish to use a Paycard instead of a bank account? If not, use the dropdown and
select No. If you do, use the dropdown and select Yes and complete the All information in this section to
include Consent for Electronic W-2.

When finished, click in the bottom right of the screen to continue.

Custom Fields For Documents

0} o) 0 0 0 0! &) 0! o) 0! )
A p—y o/ S o/ o/ Ay J b S g

Do you wish to use Paycard for Direct Deposit? & | Yes, | will use PayCard v

f Yes, Complate Information Below If Yes, Complete Information Below:

Employee Name ‘ 1
Employee SSN
Employ

Employee

Employ

9. Documents Acknowledgement - Here you will find several documents for your review. Each document

Accept and Sign

must be reviewed. Click Next at the top right to move to the next form. When finished,

check |¥!!Decare pg sign the forms, click Verify Signature and IRGEAAM. When finished, click in
the bottom right of the screen to continue.

Documents Acknowledgment

10 o) 0! 0 10! 6 5 & 10} o = ©

Accept and Sign

Master ic Di and Consent v 10f8 Previous Next

— 4+ Automatic Zoom VARNING

ment(s). k NEXT above
them all, Then please
n the documents).
CONSENTTO RECEIVE,REVIEW,ACCESS, SIGN, &
AUTHENTICATECERTAIN DOCUMENTS, FORMS,
LETTERS,& OTHERINFORMATION
ELECTRONICALLY N

(“E-Signature Disclosures & Consent’) | Declare

PLEASE READ THE FOLLOWING CAREFULLY.

By checking the box below, and proceading forward to the next screen, you are agreeing to electronically access
receive, review, sign, and authenticate certain employment-related documents, forms, and/or letters (Materials™
covered by the federal Electronic Signatures in Giobal and National Commerce Act (‘E-SIGN"), various state
electronic ransactions acts (ETAs’), and/or the separate state laws of lllinois, New York, and Washington,

These E-Signature Disclosures & Consent apply to all Materials, both current and future, related to your application
for or possible employment vith Propel HR and/or its client. Youare not required to recsive notices and disclosures or
sign documents electronically. If you prefer not to do o, you may request to receive paper copies and withdraw your
consent at any time as dascribed below.

By checking the box below, and proceeding forward o the next screen, you are agreeing that your electronic signature
Is the equivalent of your handwritien (or wet) signature, with all the same legal and binding effect. In certain cases
throughout your employment. you may be asked to click butions labeled *I Agree,” | Acknowledge.” or using similar
words. or otherwise electronically to acknowiedge, accept review, etc. Matenals. These E-Signature Disclosures &
Consent apply o those instances as v ‘ou also understand that. in its sole discretion, Propel HR and/or its client
may mail, hand-deliver, communicate, or ctherwise send you hard-copy Materials.

Paper Copies
Youare not required to receive or sign Materials electronicaly, and you may request paper copies of Matertals If you

prefer to do so. If you wish to receive paper copies in lieu of electronic documents, you may close this wed browser
and request paper copies by contacting Propel HR at the contact information noted below
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10. Signing Documents Summary - The Documents you have completed or acknowledged are available for you
to download for your records. Click Download next to the document you wish to download.

Click in the bottom right of your screen.

7
) ng / Signing Documents Summary
0 0 0 0 0! 0 G 0 0 o) 0 @ ©
o S p = & S "/ J 7 S g A4 A
Download Al Q

Actions Document Name

Download Master Eiectronic Disclosure and Consent Agreement
Download Harassment & Substance Abuse Policy Acknowledgement
Download Marketplace Coverage Opticns

Download Employee Worksite Notice

Download PayCard Authonization Form

Downlosd Employee Handbook - Sonic (SC Only) rev 01.2020
Downlozd Handbook Acknowledgement - Sonic (SC Cnly)
Download Tip Reporting - Acknowledgement.docx

Download 1-9 Form

Download W-4 Form

Download W-4_SC.pdf

20 50 100

11. You are done! Once you see the screen that says Your Onboarding is Complete, that’s it.

Thank you Test and welcome aboard!

Your
Onboarding
is Complete

Master Electronic Discl...

PayCard Authorization ...

Harassment & Substan...

Employee Handbook - ...

Dy

Please remember to bring your identification for Form I-9 and bank information on your first day.

Marketplace Coverage ... Employee Worksite Not...

Handbook Acknowleds.. Tip Reporting - ACKNOW...

On your first day of work, you will need to bring your unexpired ID(s) that establish your identity
and work authorization and a voided check or bank document if you choose to have your
paycheck deposited into your bank account so that your manager can complete the next step.

Rev. 1.2021 Propel HR
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Part 3 — Manager Verification (Employee’s First Day of Work)

1. Email Notification — You will get an email notifying you that the employee has completed their section.
e Click the Onboarding button to begin the Employer Verification of the Employee’s Documents.
or
o Click Verify from the employee onboarding screen to begin the Employer Verification of the
Employee’s Documents.

2. Forms Verification — You will be asked to verify information provided by the employee. Begin with the first
item in the list, click on the Blue Words to open the form.

List Of Forms To Be Completed

> Complete Net Pay Allocation
* Tax Setup
* Complete |-9

* Document Review/Signing

Complete Net Pay Allocation Review the information provided. No action is required here. You simply
have to review what is entered and click Next.

Net Pay Allocation

© Add New Allocation  Q Select Columns
Actions Type Account Number Routing Number Account Holder Name Account Type Amount Percent Require Pre-Note Days To Wait After Pre-Note Gener:
Edit  Remove Direct Deposit 123456 053207766 Test Employee Checking - 100 No

20 50 100 ge1of 1(1items) |1

Tax Setup Verification - Enter the Effective Date (Hire Date) and click m.Verify Residential and
EDIT

Work Addresses. Click on the Employee’s Residential Address. Review/Verify the information,
update if needed and click Save. Click m when finished.

Residential And Work Addresses

Actions Name Address Line 1 City State ZIP Code
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Worklio Onboarding Instructions

Review the Federal and State Exemptions provided by the Employee. Click m in the bottom
right of your screen. Note: you should not make any changes to this screen.

1-9 Verification - Next, select the option for Complete I-9. Select the Document Type by checking the
appropriate list(s). Enter the information from the documents provided by the Employee. Attestation —
check I Attest, Under Penalty of Perjury, That and click Next.

Employee Verification

Verify the Business or Organization Information. Enter your Title. Check E-Signature. Click when
finished. When finished, click m in the bottom right of the screen to continue.
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Review the completed I-9 form. If changes are needed, click back in the lower right of your screen.

When finished, click m

Review

0}

.mployment ki

Form I-9
OMB No. 1615-0047
Expires 1031720

Department of Homeland Securi
U.S. Citizenship and Immigration Services

» START HERE: Read it ions carefully before ing this form. The i ions must be available, either in paper or electronically,
during completion of this form. Employers are liable for errors in the completion of this form.

ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-authorized individuals. Employers CANNOT specify which document(s) an
employee may present to establish employment authorization and identity. The refusal to hire or continue to employ an individual because the
documentation presented has a future expiration date may also constitute illegal discrimination.

Section 1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form I-9 no later

than the first day of but not before accepting a job offer)

Last Name (Family Name) First Name (Given Name) Middle Initial | Other Last Names Used (if any)
Enployes Test ¥A [wa

Address (Street Number and Name) Apt Number | City or Town State  |ZIP Code
2040 Tiger Paw lane WA York ES 20745

| Date of Birth (mm/ddyyyy) | U'S. Social Security Number | Employee's E-mail Address
02/02/2000 12;5 O : 20 b 72 pg;q ;.\'/A

1 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.

1 attest, under penalty of perjury, that | am (check one of the following boxes):

Employee's Telephone Number
¥/A

1. Acitizen of the United States

NOTE: You will need to upload copies of the employee’s supporting documents at the end of the onboarding process.

Document Review/Signing - Here you will find several documents for your review. Each document
must be reviewed.

. . : Accept and Sign .
Click Next at the top right "¢ to move to the next form. When finished, check | Declare
and click Save.

Document Signing

Acceptand Sign
Harassment & Substance Abuse Policy Acknowledgement 20f8 P i

You m

eview 6 remaining documents before
you can accept and sign.
CONSENTTO RECEIVE, REVIEW,ACCESS, SIGN, &
AUTHENTICATECERTAIN DOCUMENTS,FORMS,
LETTERS, & OTHERINFORMATION Dediare
ELECTRONICALLY -
(‘E-Signature Disclosures & Consent’)

PLEASE READ THE FOLLOWING CAREFULLY.

By checking the box below, and proceeding forward to the next screen, you are agreeing to electronically acc
receive,feview, sgn, and auherticate cerian employment-elated documents,forms, andLr lettors CMatorals
covered by the federal in \ct (E-SIGN"), various state
electronic transactions acts (‘ETAs"), and/or the separate state lzws of lllinois, New York, and Washington.

These E-Signature Disclosures & Consent apply to all Materials, both current and future, related to your application
for or possible employment with Propel HR and/or its client. Youare not required to receive notices and disclosures or
sign documents electronicaly. If you prefer not to do so, you may request to receive paper copies and withdraw your
consent at any time as described below.

By checking the box below, and proceeding forviard to the next screen, you are agresing that your electronic signature
is the equivalent of your handwritten (or wet) signature, with all the same hqsl and hnmng effect. In certain cases
throughout your employment, you may be asked to cick buttons al 1 Agree, )e,” or using similar
words, or othervise electronicaly to acknowledge, accept review, oc. Materials Those E-Signature Disclosures &

Consent apply well. Youaiso that, inits sole discretion, Propel HR and/or its client
oy k. had-defvr, COrIUNKats, of OWGNWEs sand you hartcopy Materids
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‘ Important Note About PayCard Acknowledgement Form

Documant Signing

PayCard Authorization Form

AUTHORIZATIONAGREEMENT

PayCard Visa Payroll Card
(Direct Deposit Option)
Do you wish to use PayCard for Direct Deposit? Yes, | vill usq PayCard

Sest Employgee

12872021

The partes ayree s docurmnl may be electroncaly sgned  The Dardes apree Mal Me eleclond Sgralure(s) aDpeasny on
D8 GOCUMEVY 818 T B8 8 PENIVITEN BPHEtes R I8 DLIDISE OF vBdRy SHUFCAstaity ST BITwEs Oy

If Yes, Complete Information Below:

Client: FiorenceMyrile Beach Management Grous LLC
Employse Name: TestEmployec

Accept and Sign

e All employees must complete this form, even if they are getting a direct deposit.

e [fan employee does not complete direct deposit and declined pay card form, they will receive a live
check.

o

check.

Employees who do not supply a voided check with their direct deposit form will also receive a live

Once you have reviewed all of the required Forms, you will need to click the Finish Onboarding button.

Forms Verification

© Successfully Created

List Of Forms To Be Completed

omplete Net Pay Allocation

FINISH ONBOARDING

Rev. 1.2021 Propel HR
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Worklio Onboarding Instructions

3. Upload Supporting Documents - (I-9 documentation, voided check for Direct Deposit, etc.). Open the
Employee Profile from the Employee option on the left side of your screen in black margin to see your
active employee list. Select the appropriate Employee and click Details. Under the Personal Tab, select
Documents. Then, you will see an option to Upload New Document.

Next, you will need to upload your document by using the file browser link to search for your file name on your PC or by
dragging and dropping the file from your desktop.

Document Type:
e Select E verify for identification.
e Select Direct Deposit for voided check or bank information.
Visibility — Select Visible
Name — Type name of document such as Voided Check, Drivers License, SS Card, etc....

Add New Document
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