Onboarding a New Employee thread

This guide walks through onboarding new employees using isolved. This will allow
you to initiate onboarding, and then complete onboarding to hire the employee after
the employee has done their side of entering information.
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2  Click "Employee Admin Tools" to begin
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4  Click "Pending Employees"
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5 Once you're in Pending Employees, Click "Initiate Onboarding"
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Fill out the required fields on the form. If you have other information for the
employee, you can fill that out now as well.
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Select your Onboarding Template. Typically you would only have one to choose
from.
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8 Once you have filled out all of the employee's information. Click "Save"
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This page will then refresh and the form clears so you can start entering a new
employee. If you don't need to enter a new one, Click "Go Back to List"
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Once an employee has completed their side of the onboarding, you can go back to
Pending Employees to Hire them. You will be notified once they have completed
their piece, and you can see the status in Pending Employee as well.
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11 Click the dots and choose "Client New Hire Wizard"
This will take you through the process to hire this employee.

' Delivere:
1solved o
& RyanCyn... @& Client: CYN22 - CynTech

SRt T @ pending Employees

I £? Employee Admin Tools

Employee Administration P o N "
+ Initiate Onboarding  ~ Expand All Groups A Collapse All Groups ' Clear Grouping/Filters
Employee Scheduling >

Enroliment Management
19 Management >

Actions Employee Legal Onboarding Template Current Step
Pending Employees
Pending Terminations > /& TEST EMPLOYEE Cynkar Technologies New Employee Client to complete Assigne
rrmiarathrasdhem, com DECATUR, GA Assigned To: Client User - Onboarding App

Pending Workflow
Client New Hire Wizard

2 nkar Technologies New Empl o0 ONDOSIINg W =
Self-Service Management 3 | “Resend Activation Emal Cynkal hnologies low Employee Employee Onboarding Waiting on
Employee Analytics > Delete Pending Employee m Augusta, GA Assigned To: Emplo;
Employee Utilties > R Onboarding Test echnologies New Employee Employee Onboarding Waiting on
pthreadhcm.com TUR, GA Assigned To: Onboarding Test

5 Ryan Testemployee New Employee Employee Onboarding Wizard Waiting on

rcynka dhcrm. com Assigned To: Ryan Tester
Test Employee Cynkar Technologies New Employee Employee Onboarding Waiting on

email@email.com Assigned To:



12  Go through each step and fill out the employee information.
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13 Fill out required info here and then Click "Next"
Annual Salary, Hourly Rate and Per Pay Salary are connected.
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14 On the I-9 Screen, you'll fill it out the same as you would on the paper form.
Choose the document type that they are using and enter all of the information
from that document.

Employee Administration -
Employee Scheduling >
Enroliment Management
9 Management >
Pending Employees
Pending Terminations
Pending Workflow
Self-Service Management

Employee Analytics >

Employee Utilities >

208 Employee Management
(= Client Management
Payroll

[ Reports

,g Employee Self-Service
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o Employee Information
+ Employee Information

" Employment Information

« Job and Labor

v Salary

1-9 Certification

Leave Accruals

Emergency Contacts
@ Process Evaluation

Workflow Transition

Data Audit

TEST EMPLOYEE (6/2/2025) - I-9 Certification
Cynkar Technologies

'START HERE: Employers must ensure the form instructions are available to employee when completing this form. Employers are liable for fal
requirements for completing this form. See below and the Instructions.

g to cor

ANTI-DISCRIMINATION NOTICE: All employees can choose which acceptable documentation to present for Form 9. Employers cannot ask er
documentation to verify information in Section 1, or specify which acceptable documentation employees must present for Section 2 or Supplement B, Reve
Rehire. Treating employees differently based on their citizenship, immigration status or national origin may be illegal.

Section 1 Employee Information and Attestation
Perform - Performance Reviews - Employees.pdf

Section 2. Employer or Authorized Representative Review and Verification Employers or their autharized representative must complete and
2 within three business days after the employee's first day of employment, and must physically examine, or examine consistent with an afternative procedu
by the Secretary of DHS, documentation from List A OR a combination of documentation from List B and List C. Enter any additional documentation in t
Information Box; see Instructions.

List A OR List B AND ListC
Identity and Erfiployment Authorization Identity Employment Authorization
# Document Title 1 # Document Title * Document Title
U.S. Passport v - ~
*Issuing Authority
U.S. Department of State

Document Number (if any)

# Issuing Authority *1ssuing Authority

Document Number (if any) Document Number (if any)

Expiration Date (if any) (mm/da/yyyy) Expiration Date (if any) (mm/dd/yyyy) Expiration Date (if any) (mm/da/yyyy)
MM |/| DD || Yyvy MM |/ DD /| vy MM 7| DD /] YYYY

Document Title 2 (if any)
et Additional Information
* |ssuing Authority

Document Number (if any)
Expiration Date (if any) (mmy/dd/yyyy)
YYY

MM /[ DD /[ ¥

Document Title 3 (if any)

15 At the bottom of this screen, fill out the signer information
Then Click "Verify and Sign Form"

Employee Administration
Employee Scheduling >
Enroliment Management
I-9 Management >
Pending Employees
Pending Terminations
Pending Workflow
Self-Service Management

Employee Analytics >

Employee Utilities >

2% Employee Management
f= Client Management
Payroll

[@ Reports

L Employee Self-Service

4solved o 2025

TEREATIITY AT ToETY
* Document Title 1 * Document Title * Document Title
U.S. Passport v - ~

* Issuing Authority
U.S. Department of State

Document Number (if any)

#1ssuing Authority *|ssuing Authority

Document Number (if any) Document Number (if any)

Expiration Date (if any) (mm/da/yyyy) Expiration Date (if any) (mm/dd/yyyy) Expiration Date (if any) (mm/dd/yyyy)
MM |/| DD |/| YYYY MM |/ DD /| YYYY MM |/ DD /| YYYY

Document Title 2 (if any)
bt Additional Information
* Issuing Authority

Document Number (if any)

Expiration Date (if any) (mmy/dd/yyyy)
MM ;[ DD |/ Yrvy

Document Title 3 (if any)
# |ssuing Authority

Document Number (if any)

)
Expiration Date (if any) (mm/da/yyyy)

MM /| DD /| YYYY (| Check here if you used an alternative procedure authorized by DHS to examine documents.

Certification: | attest, under penalty of perjury, that (1) | have examined the documentation presented by the First Day of Employment

above-named employee, (2) the above-listed document appears to be genuine and to refate to the employee (mm/dad/yyyy)

named, and (3) to the best of my knowledge, the employee is authorized to work in the United States. 06/02/2025

* Last Name, First Name and Title of Employer or Authorized Representative = Signature of Emiplayer or Authorized Representative *Today's Date
Employee, Test, CynTech Test Manager 06/11/2025

*Employer's Business or Organization Name
Cynkar Techriologies.

*Employer's Business or Organization Address, City or Town, State, ZIP Code
1234 Main Street, Milwaukee, W1, 53203




16  Please read and Click "Acknowledge" for the pop up.

Attestation

| acknowledge that | have read and understand the following attestation statement: I amest under pmaltyaf perjury, that to the best of my knowledge, this employee is
authorized to work in the United States, and if the employee 1o be genuine and to relate to the
individual who presented it.

cknowledge Cancel

17  Click "Next"

1solved

ARyanCyn... # Client: CYN22 - CynTech

e A pending Employees
I /% Employee Admin Tools
Employee Administration
Employee Scheduling >

revious \=»Next ‘D Go

ck

e R el o Employee Information TEST EMPLOYEE (6/2/2025) - 1-9 Certification
19 Management >  Employee Inksmation Cynkar Technologies
Pending Employees <+ Employment Information START HERE: Employers must ensure the form instructions are available to employee when completing this form. Employers are liable for failing to cor
Pending Terminations requirements for completing this form. See below and the Instructions.
& Job and Labor i

Pending Workflow ANTI-DISCRIMINATION NOTICE: All employees can choose which acceptable documentation to present for Form 9. Employers cannot ask et

3  Ssalary documentation to verify information in Section 1, or specify which acceptable documentation employees must present for Section 2 or Supplement B, Reve
Self-Service Management Rehire Treating employees differently based on their citizenship, immigration status or national origin may be illegal.

+ -9 Certification
Employee Analytics > Section 1 Employee Information and Attestation

Employee Utilities > Leave Accruals Perform - Performance Reviews - Employees.pdf
Emergency Contacts Section 2. Employer or Authorized Representative Review and Verification of theif must complete and
p = 2 within three business days after the employee’s first day of employment, and must physically examine, or examine consistent with an aitemative procedu
@ rocess Evaluation by the Secretary of DHS, ion from List A OR a of from List B and List C. Enter any additional documentation in t

Information Box; see Instructions.
Workflow Transition

Data Audit ListA OR List B AND Listc

Identity and Employment Authorization Identity Employment Authorization
* Document Title 1 * Document Title * Document Title

US. Passport v v v
*#Issuing Authority #Issuing Authority #Issuing Authority

U.S. Department of State
Document Number (if any) Document Number (if any) Document Number (if any)
Expiration Date (if any) (mm/dd/yyyy) Expiration Date (if any) (mm/dd/yyyy) Expiration Date (if any) (mm/dd/yyyy)

MM 1oy MM |/| DD /| YYYY MM |7 DD YYY
Document Title 2 (if any)
v

Additional Information
* |ssuing Authority



18 If the employee has Time Off, you can add the plans and starting balances here.

Client: CYN22 - CynTech

Q. Pending Employees

[isolved University |
€Previous »Next 'O Go Back o List

ols

o Employee Information TEST EMPLOYEE (6/2/2025) - Leave Accruals

Cynkar Technologies
& Employee Information

< Employment Information Leave Accruals

« Job and Labor Accrual Type Plan Name Update Balance Notes
! v Salary PTO [ = o

< 19 Certification PTO

Leave Accruals
Emergency Contacts

@ Process Evaluation

Workflow Transition

Data Audit

19 Click "Next"

!so ed g"“ued w

2 Ryan Cyn. o Client: CYN22 - CynTech

@ Ppending Employees

7, z
Ig,-» Employee Admin Tools P
\

*D Go Back to List
Employee Administration

Employee Scheduling >
Enroliment Management o Employee Information TEST EMPLOYEE (6/2/2025) - Leave Accruals

19 Management > Cynkar Technologies

+ Employee Information
Pending Employees
Pending Terminations
Pending Workflow
Self-Service Management

+ Employment Information Leave Accruals
+ Job and Labor Accrual Type Plan Name Update Balance Notes
+ Salary PTO PTO - ]

« |9 Certification
Employee Analytics >
Employee Utilties > Leave Accruals

Emergency Contacts
@ Process Evaluation

Workflow Transition

Data Audit

10



20 Here you can add any Emergency Contacts for the employee.
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& Ryan Cyn... N Client: CYN22 - CynTech

QA pending Employees
I /22 Employee Admin Tools
Employee Administration -
Employee Scheduling >

Enroliment Management o Employee Information

|9 Management > < Employee Information

Pending Employees

+~ Employment Information
nding Termination:
Poning Terminations + Job and Labor
Pending Workflow
) Salary
Self-Service Management
19 Certificat

Employee Analytics > o LU
Employee Utilities > & Leave Accruals

Emergency Contacts
@ Process Evaluation

Workflow Transition

Data Audit

21 Click "Next"
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2 Ryan Cyn. o Client: CYN22 - CynTech

@ Ppending Employees

7, z
Ig,-» Employee Admin Tools P

Employee Administration
Employee Scheduling >
Enroliment Management @ Employee Information

19 Management > +» Employee Information

Pending Employees

Pending Terminations

Pending Workflow

+~ Employment Information
+ Job and Labor

Self.Service Management N Sty
Employee Analytics > + |9 Certification
Employee Utilities > V) Leave Accruals

Emergency Contacts
@ Process Evaluation

Workflow Transition

Data Audit

"D Go Back to List

“Previous -»Next 'O GoBack toList

TEST EMPLOYEE (6/2/2025) - Emergency Contacts

CynkarTeshnologies

Emergency Contacts
contact records exist for this employee

TEST EMPLOYEE (6/2/2025) - Emergency Contacts
Cynkar Technologies

Emergency Contacts

Name Call Order Home Mobile Work  Actions

Wife Test

11



22  Click "Next"

1solved i

- RyanCyn... %

I /22 Employee Admin Tools

Employee Administration -

Employee Scheduling >
Enroliment Management
9 Management >
Pending Employees
Pending Terminations
Pending Workflow
Self-Service Management

Employee Analytics >

Employee Utilities >

23 Click "Complete New Hire"

Client: CYN22 - CynTech

QA pending Employees

€ Previdus -Im) 'D Go Back to Li

() Employee Information

+ Employee Information
+~ Employment Information
) Job and Labor

) Salary

< 19 Certification

@

Leave Accruals

Q

Emergency Contacts
o Process Evaluation

Workflow Transition

Data Audit

TEST EMPLOYEE (6/2/2025) - Workflow Transition
Cynkar Technologies
The workflow will transition to the following step:

Complete - Pending Employee Hired (Completes client wizard)

Please select ‘Next to begin the review and identify any potential data issues

1solved

& Ryan Cyn. o

I Z£? Employee Admin Tools

Employee Administration
Employee Scheduling >
Enroliment Management
19 Management >
Pending Employees
Pending Terminations
Pending Workflow
Self-Service Management

Employee Analytics >

Employee Utilities >

Client: CYN22 - CynTech

@ pending Employees

(1) Employee Information

Q

Employee Information
Employment Information
Job and Labor

@
v

) Salary
+ |9 Certification
v

Leave Accruals

<

Emergency Contacts

o Process Evaluation

Workflow Transition

Data Audit

TEST EMPLOYEE (6/2/2025) - Data Audit
Cynkar Technologies

AUDIT RESULTS: The employee data review is complete and no data issues were found.
Selact Complete New Hire' to finalize the hiring process

12



24 Then it will take you to the screen to enter more employee information, but the

employee has been hired.

Q. Pending Employees

yee Admin Tools

il @ TEST EMPLOYEE has been hired
Scheduling >
it Management

?
jement > What do you want to do next?

imployees

erminations

Vorkflow

e Management OD
nalytics > D:
tiities >

Retumn to Pending
Employees

Default Schedule

yee Management

Management

25 This concludes Onboarding a new employee as an administrator
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Employee Summary

Employee Notes

®

Employee Profile Picture

&

Employee Benefits

Employee Documents

%

Direct Deposit

isolvec
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