1. Loginto Paycom Manager

2. Under Employees, select Add New Employee

Employees
—— > 8 Add New Employee

B Make Employee Changes

e

3. Select New Employee Queue

Add Mew Hire

= New Employee Queue

View any recently added employee as well as any pending new hires.

4, Select Details that correspond with your New Hire
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Create New Hire

New Hire Queue

Pending New Hirés | MNew Employzes | Archived Mew Hires

Search 1 T | v | Actions ¥ O | 13 W |
Select Mame Status Hire Date Home Allocation Template Defails Edit Archive
(] o - s 2 2 v
0O JENKINS, BOBEY (2165) 800-1043-000-001-0VE21 WellHaven New Hire @ V' B
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1. Hereis where you will find the New Hire’'s Completion Status for each step of
the Self-Onboarding

2. Click Onboarding Settings

Details for JENKINS, BOBBY (2165)

New Hire Process | Audit Details | Change History

Onboarding Settings 9

b d
MNew Hire Progress
V The new hire has completed the self-onbearding process.
Search 1 | 35 W |
Step é Status Last Action IP Address Device

Language Selection (English) Complete 01/12/2024 10:36 AM 131.93.49.230 Chrome 0.0 Win10 (Desktop)

Welcome Messages Complete 01/12/2024 10:36 AM Chrome 0.0 Win10 (Desktop)

ESS Credentials Complets 01/12/2024 10:39 AM 131.93.49.230 Chrome 0.0 Win10 (Desktop)

Personal Information Complete 01/12/2024 10:52 AM 131.93.49.230 Chrome 0.0 Win10 (Desktop)

Direct Deposit Setup Complete 01/12/2024 10:55 AM 131.93.49.230 Chrome 0.0 Win10 (Desktop)

Tax Setup Complete 01/12/2024 10:49 AM 131.93.49.230 Chrome 0.0 Win10 (Desktop)

Documents Complete 01/12/2024 12:08 PM 131.93.49.230 Chrome 0.0 Win10 (Desktop)
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1. Resend Self-Onboarding Invitation

2. Copy and Paste the link of the Self-Onboarding Invitation to send to New Hire

2. View the New Hire's Self-Onboarding Portal to see
* Check Completion Percentage%
* Check if they clicked Submit Button (Upper Right-Hand Corner)

Details for JENKINS, BOBBY (2165)

New Hire Process | Audit Details

Change History

Onboarding Settings

Access @

Cancel Process @

Personal Email @

Primary Phone Number @

Active Disable Access

Cancel

bailey mastersB9@gmail.com Change Email

+1 (360) 768-2090 Change Mumber

a Send Invitation
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Invitation URL Sent On :‘:"m View
https://www.paycomonline.net/v4/ee/web.php/onboard/verify? 01/12/202410:35 24 Days ®
token=YzMzZWayY|BiYmNhZWhMwODYAMzI3NTAXM|FmZDQyMT 1= AM e
Mew Hire Progress
V The new hire has completed the self-onboarding process.
Search 1 | 25 v |
Step Status Last Action IP Address Device
el ~ ~ ~ ~
| anmiane Selectinn (Frnlish) Comnlete M/1242024 10036 AM 1319349230 Chrosme 00 Winl0 (Neskton)
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