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How to Initiate a New Hire in iSolved Onboarding

1. Navigate to Employee Admin Tools -> Employee Administration -> Pending Employees.
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2. Click on + Initiate Onboarding
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3. Fill in the required fields and then click Save.
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Note: If you enter information in the Birth Date, SSN, or Hire Date fields, the system will generate a warning if those fields match the same fields for an existing employee (active or terminated) to help prevent you from accidentally onboarding an employee that should be a re-hire/re-board.
image1.png
@ Dominion Payroll




image2.jpg
Employee Administration

19 Management >

Pending Terminations
Pending Workfiow,
SelfService Management

Employee Analytics >

Employee Utilities >




image3.jpg
Pending Employees

te Onboarding | v Expand All Groups  ~ Collapse All Groups ' Clear Grouping/Filters.

Actions Employee Legal

3 Bob Roberts July Training 2021, LLC.
bob123@iultra.org Richmond, VA

> . George Jetson July Training 2021, LLC.
dpsenvicesee@gmail.com Richmond, VA

. John Smith July Training 2021, LLC.
dpsenvicesee@gmail.com Richmond, VA

¥ i Test Employee July Training 2021, LLC.

dpsenvicesee@gmail.com Richmond, VA




image4.jpg
Pending Employees

BSave | ' Go Backto List

Company Information New Hire Information

Legal Company: July Training 2021, LLC “First Name: | Onboarding

“Work Locafion: VA - Richmond, VA - e Middle Name:
*Last Name:| Demo
Onboarding Template *Email Address: | dpservicesee@gmail.com o
*Onboarding Template:  Onbosrcing = Birth Date: / / °
1D Type: - e
Ssw: ) ®

Hire Date: ]




