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Introducing a new way to handle your Onboarding tasks. . .
Manager Task View! This new feature simplifies your
experience by guiding you through hiring tasks. See all of
your pending work in single area and easily approve tasks
on your mobile phone or tablet.
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Viewing your Open Manager Tasks

When you login to the Manager Portal, you will now have an additional option called Tasks
at the top of your view on the left-hand pane. Tasks will now be your default view upon

logging i
doneint
much qu
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Manager Support Bulletins Logout Q EﬁICIent lee'
Manager Views My Tasks Employee Tasks Administrator Tasks
B Request
Summary Mickey Mantle -] Yogi Berra o Nolan Arenado ]
South Littleton South Littleton South Littleton
[ Requests
Part-Time Hourly Part-Time Hourly Part-Time Hourly
2% Employees Hired Date: 09/19/2018 Hired Date: 09/20/2018 Hired Date: 09/27/2018
m‘b JRR— Complete 3 Part i
:|
—> Click once on the vertical line to hide
the icon labels on the left.

n. You can still approve employee forms through the Requests view as you have
he past, however the Tasks view has been added to make approving requests
icker and easier, so make sure you try it out!

When you click on the Tasks View, you will see the tasks that

need to be completed by you. Tasks will be listed in order of 5 [ ™My | Employee | Administrator
the oldest hire date to the newest hire date. Note there are 0 e e 0
three Task View tabs that are available: =]
@ | | Mickey Mantle = |D
" South Littleton 1
e My Tasks are the tasks that are ready to be completed & | part-Time Hourly
by you. You will only be able to complete these tasks. hiiced(Date09/719/2018
e Employee Tasks are the ready to be completed by the
employ_ee Yogi Berra e
e Administrator Tasks are ready to be completed by the it -
administrator. Part-Time Hourly
Hired Date: 09/20/2018
Approve Onboarding
The task buttons indicate the next step in the approval
. Nolan Arenado o]
process. In the screenshot to the right, you can see that e
approved and Nolan Arenado’s is ready for the Manager to :fi’g[';;ee_*';:;‘zymm
complete part Il of the I-9.

v
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It is now easier to approve forms from your smart phone or tablet! You never need
to leave the front line to complete your part of the process.



Approving Forms — Onboarding, I-9 and WOTC

Approve Onboarding

If you click on the Approve Onboarding button, the employee’s onboarding forms will be
displayed for your approval. Review the forms by scrolling down and click Approve at the

bottom of your screen to completely approve the forms.
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Privacy Act and P us. iths and ionsfor  retained as long as their contents may

Act Notice. We ask for the information on
this form to camy out the Internal Revenue
laws of the United States. Intemal Revenue
Code sections 3402(f}2) and 6109 and
‘their regulations require you to provide this
information; your mployer usss it to
determine your federal income tax
withholding. Failure to provide a properly
completed form will result in your being
treated as a single person who claims no
withholding allowances; providing
fraudulant information may subject you to
penaities. Routine uses of this information

use in administering their tax laws; and to
the Department of Health and Human
Services for use in the National Directory of
MNew Hires. We may also disclose this
information to other countries under a tax
treaty, to federal and state agencies to
enforce federal nontax criminal laws, or to
federal law and i

become material in the administration of
any Intemal Revenue law. Generally, tax
retums and retum information are
confidential, as required by Code section
6103,

The average time and expenses required
to complete and file this form will vary

agencies to combat terrorism.
You aren't required to provids the
information requested on a form that's
subject to the Paperwork Reduction Act
unless the form displays a valid OMB

on indvidual
For estimated averages, see the
instructions for your income tax retum.

If you have suggestions for making this
form simpler, we would be happy o hear
from you. See the instructions for your

include giving it to the Department of
Justice for civil and criminal ltigation; to
cities, states, the District of Columbia, and

control number. Books or records relating
to a form or its instructions must be

income tax return.
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After approving the employee’s Onboarding forms, you will be immediately taken to part Il
of the 1-9 to enter identification documents and submit the employee to E-Verify if
applicable. If you are NOT ready to complete part Il of the I-9, click Continue Questions
Later.

1-9

All U.S. employers must complete and retain a Form I-9 for each individual they hire for employment in the United
States. This includes citizens and noncitizens. To complete the form you must examine the employment eligibility and
identity document(s) an employee presents to determine whether the document(s) reasonably appear to be genuine
and relate to the individual and record the document information on the following pages of this interview. For a
complete list of acceptable documents click here.

Continue Questions Later Continue Questions
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After completing the details on part Il of the I-9, the I-9 will be displayed for your approval.
Click Approve at the bottom of the page.
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Bl Request
Summary

[4 Requests

a% Employees

Issuing Authority ssuing Authority
NiA State of Alaska DMV
ocument NGmber Dotument Number

Issuing Authority
Social Security Administration
Document Number
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Expiration Da
NIA

Expiration Dale (i any){mm/aayyyy) Expiration Date
A 107167

any)(mmadryyyy)

Document Titie
NIA

Issuing Authority
NIA

Additional Information

| Document Number
A

[Expiration D

NiA
ocument Title

NIA

Tssuing Authority
N/A

anyNmm/calyyyy)

[

vent Number
NIA

Expiration Date (i ny)(mm/odyyyy)
N/A

Certification: | attest, under penalty of perjury, that (1) | have examined the document(s) presented by the above-named employee,

(2) the above-listed document(s) appear to be genuine and to relate to the employee named, and (3) to the best of my knowledge the

employee is authorized to work in the United States.

The employee's first day of { yyyy):

09/27/2018

(See instructions for exemptions)

Signature of Employer or Authorized Representative Today's Date (mmddd/yyyy) Title of Employer or Authorized Representative

Ianager One 10/9/2018 10:30:03 PM GMT

Last Name of Em of Authrized Representative | First Name o Employers Business or Organization Name
One fanager Manager Da rd Test

Employer's Business or Organization Address (Street Number and Name) Stale | 21P Coce

333 Elmira Suite 102 Denver [oe] | 80012

|80cl‘lor| 3. Reverification and Rehires (7o be compieted and signed by employer or authonzed representative )

[A-New Name (if appicable) B. Date of Rehire (if 3ppiicable)

Last Name (Family Name) First Name (Given Name) Midale Inttial | Date (mm/ddnyyy)

'8d, provige the Information for the GocUMent of receipt that establishes

e emplOyee’s previous grant of employment authorzation has

[
continuing in the space provided below.

Document Title Document Number Expiration Date (If any) (mavoayyy)

I attest, under penalty of perjury, that to the best of my this employee is to work in the United States, and if
the employee presented the I have examined appear to be genuine and to relate to the individual.

Signature of Employer or Authorized Representative | Today's Date imm/dddyyy) Name of Employer or Authorized Representative

Fom -9 071717 N
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If you are screening your employees for WOTC (Work Opportunity Tax Credit) eligibility
AND the employee has entered Yes to one of the WOTC questions, their WOTC forms will
immediately display for your approval after approving the 1-9. Scroll down to review the
forms, then click Approve to fully approve the WOTC forms that will be submitted to the

state.

Manager
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21 Are you a veteran unemployed for a combined period of at least 6 months (whether or not
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consecutive) during the year before you were hired? Yes_ Nov/ |
22. Are you a veteran unemployed for a combined period of at least 4 weeks but less than 6 months (whether or not

consecutive) during the year before you were hired? Yes_ Nov |
23 Are you an individual who is or was in a period of unemployment that is at least 27 consecutive weeks and for all
or part of that period you received unemployment compensation? es__ Nov/

If YES, what state did you receive in?
(Enter state where Ul compensation was received)

24 Sources used to igibility: t rovided o forthcoming. For
SWA Staff: List ail documentation used in determining target group eligibiity and enter your initials and date when the
determination was made

Driver's License

| certify that this information is true and correct to the best of my knowledge. | understand that the
information above may be subject to verification.

[26. Date

ignature: (See instructions in Box 25.(b) for who signs this | 2
ock s

areny/Guardian

f applicant s 3

ETAFom 90671 (ReV. Novermber 2016)

N

Lo J o

You are done!
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Working on Other Open Manager Tasks

Below is a list of other possible buttons you may see when approving employee’s requests:

Complete Employee Profile

Complete I-9 Part II

Approve I-9

Approve WOTC

Approve Employment Application

Upload Attachment

10/24/2018 2:01 PM

You will see the Complete Employee Profile button if the
employee’s onboarding forms are ready for approval, but you
have not yet completed the Employee Profile. Click on the
button to complete the Employee Profile information. When
you finish, you will automatically be taken into the Onboarding
approval process.

You will see the Complete 1I-9 Part Il button if you approved
the employee’s onboarding forms, then clicked Continue
Questions Later when prompted to answer part Il of the I-9.
Click on the button and enter the employee’s identification
documents and submit to E-Verify if applicable. When the I-9
is displayed for your approval, click Approve at the bottom of
the page.

You will see the Approve I-9 button if you completed Part Il of
the I-9, but then hit the Cancel button instead of the Approve
button when the I-9 was displayed. Click on the button, scroll
down to review the I-9, then click Approve.

You will see the Approve WOTC button if you approve the I-9,
but then hit the Cancel button instead of the Approve button
when the WOTC forms were displayed. Click on the button,
scroll down to review the forms, then click Approve.

You will see the Approve Employment Application button if
you are using the EHX Application module and an employee
has e-signed their application. The application now requires
your approval. Click on the button, scroll down to review the
forms, then click Approve.

You will see the Upload Attachment button if there is a
required Attachment that needs to be uploaded prior to
approving the forms.
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Viewing Pending Employee and Administrator Tasks

Employee Tasks

To view tasks that are pending action on the employee’s part, click on the Employee Tasks tab.
In the screenshot below, note that you are waiting on all three employees to complete their
onboarding forms. In this case, you also see how much time has expired since they were sent

their registration link.

@ A 2

Support Bulletins Logout

Manager

Manager Views My Tasks Employee Tasks

O Tasks
B Request i

Summary Graham Greene Foster Grant Yogi Berra

AR South Littleton South Littleton South Littleton

1 Requests Part-Time Hourly Part-Time Hourly Part-Time Hourly

Hire Date: 07/31/2018

complete Onboarding

&% Employees

Administrator Tasks

To view tasks that are pending action on the administrator’s part, click on the Administrator
Tasks tab. In the screenshot below, note that you are waiting on the administrator to approve
onboarding for all these employees. You can also see how long it has been since the
administrator received the onboarding forms to approve.
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a a 2
Manager Support Bulletins Logout
Manager Views My Tasks Employee Tasks Administrator Tasks
O Tasks
B Request = T =
Summary Stuart Little Ted Williams Yogi Berra Trevor Story
South Littleton South Littleton South Littleton South Littleton
[4 Requests
Part-Time Hourly Part-Time Hourly Part-Time Hourly Part-Time Hourly
&% Employees Hire Date: 07/31/2018 Hire Date: 09/18/2018 Hire Date: 09/20/2018 Hire Date: 09/27/2018

rator to complete istrator to complete W dmi mplete

Wai Administrator to c

(1 wk 6 days 10 min)

nth)

Nolan Arenado
South Littleton
Part-Time Hourly

Hire Date: 09/27/2018

Administrator to complete
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Inactivating an Employee or Request

Notice there is an action gear on the top right of every task card.
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Support Bulletins Logout

Employee Tasks Administrator Tasks

Manager Views My Tasks
o) Tasks -
B Request
Summary Mickey Mantle Yogi Berra o Nolan Arenado o

South Littleton South Littleton South Littleton
[2 Requests . .

Part-Time Hourly Part-Time Hourly Part-Time Hourly
&% Employees Hired Date: 09/19/2018 Hired Date: 09/20/2018 Hired Date: 09/27/2018

Approve Onboarding Approve Onboarding Complete 9 Part Il

If you click the action gear, you will have the option to inactivate the employee completely
or inactivate their next request. The purpose of these options is to be able to easily
inactivate employees who are hired but never start working with your company. For
example, in the screenshot below, Asher Gibbs was interviewed and accepted an offer to
start with the company, but he never actually showed up to work. In this case, you would
click the action gear then Inactivate to hide his account and remove the task completely.

B ® A 3
Manager Support Bulletins Logout
Manager Views My Tasks Employee Tasks
© Tasks
Bl Request
Summary Asher Gibbs e Tammy Boone e’

Inactivate Asher South Littleton
AR t
4 Requests Full-Time Hourly

Inactivate Employee
- Hired Date: 10/12/2018

.0
2% Employees Onboarding Request
Approve Onboarding
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