
 
 
How To: Hire an Employee 
 

1- To hire an employee, hover over the “My Employees” widget on your home screen and select 
“Hire”: 
 

 
 
 

2- Complete all fields and click “Continue” to go through all tabs. 
 

a. Please note that any fields with a red asterisk is a required field. 

 

 



 
 

 
3- Base compensation tab: you will click the “+ Add” button on the right.   

 

 
a. You will enter the details of the base compensation here. 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

4 – Tax Information Tab: 
 
 

 
 

a. You will enter the details of the Federal withholding here. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

b. Once added, you will be able to click on the other tabs (State, Local etc.) to complete. 
a. Local taxes will be added automatically based on the address entered.  This will 

happen after the first payroll has been run. 



 
 

 
 
 
 
 
 
 
 

 
 

5 On the last tab, you will click “Add Employee”.  This will hire your employee into 
WorkForceOne.  This will bring you to their employee profile. 
 



 
 

 
6 – After an employee has been added to WorkForceOne, you will need to enter any other 

relevant data that was not collected during the new hire process. 
 
**Please note that it may take a few minutes for the system to process the new hire, so you may not be 
able to search for the new hire by name right away. ** 

 
 

 
 


