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How To: Hire an Employee

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

Home

Start

rb}'\ ¥ra IA—/\®

My Employees Payroll Reports

29, My Employees

Employee Information

Hire
Termina te
Employee Unlock

Employee Password Reset

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

MyTeam > Employee Information

€ New Employee

O Personal Information Personal Information

3 Basic Information

= Personal Settings
(> Base Compensation

Employee ID Username New Password
{3 TaxInformation J ( )
7 Other Settings User Must Change Password at Next Logon O Locked
3 Defauts Name

First Name * Middle Last Name *

Suffix Nickname salutation

J ( J [ J

a. Please note that any fields with a red asterisk is a required field.
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3- Base compensation tab: you will click the “+ Add” button on the right.

My Team > Employee Information

¢ New Employee

Employee

Personal Information

Basic Information

(ORI <]

Base Compensation

Tax Information

 Other Settings

Defaults

@ Personal Information

O BasicInformation

D)

Base Compensation
> TaxInformation
> Other Settings

. Defaults

@ vorcoceter

Base Compensation

Base Compensation *

Annual pay Period $0.00 / 40.00hrs Hourly $0.00
Annual ¥ + Add
Effective From Annual § Amount s Hours PP Amount Earning Autopay Autopay Type Actions
12/31/1900 $0.00 $0.00/ Hour 2080.00hrs / Year 52 AMOUNT_HOURS
Basic Information
Country* Street*
| united states A ) |
Zip* City* State*

(

J

)

O separate Mailing Address

National ID
Primary National ID *

Social Security Number

Primary Email

Secondary Email

Personal Email

Gender *

You will enter the details of the base compensation here.

Add New Base Compensation X
Effective From* Amount*

| o9r14r2023 | | o.0000 s |
Per Hours

[ Hour ~ | [ 208000 |
Per PP in Year*®

‘ Year v ‘ ‘ 52 |
Amount Earning Autopay Autopay Type

[ * | | Both - |
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4 — Tax Information Tab:

My Team > Employee Information

< New Employee

Employee @ Monica Geller

Personal Information Tax Information

Base Compensation

Current

]
@ Basic Information
]
(0]

Tax Information
. Other Settings

“ Defaults Ves Ves

Form W4 2020 And Later  EE Withhold

Two Jobs Claim Dependent  Deduction Other Income Filing Status
Single Or

No Married Filing
Separately

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

Add Federal Withholding X
Date From* Form W4 2020 And Later*

[ 1203111900 = | ves - |
EE Withhold * Filing Status *

[ ves ~ | @ [ single Or Married Filing Separately ~ |
Two Jobs Claim Dependent

| No v s |
Other Income Deduction

\ ]| s
Number of Allowances [ Lock in Letter Received

Type Additional Withholding Rounding*

[s « ][ ooo | | oefaurt -
Type Override Amount

[s v ][ ooo |

+ Add
Number Of Allowances Additional Withholding Override Amount.

£0.00 $0.00

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.
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My Team = Emplopes Informstion

< New Employee

personal tnformation Tax Information

Basic Information
Base Compensation (recera | ETTRM| rocal | cenera )

Tax Information

+ acd

1 Othersettings ~ Jurisdiction Actions
i Dt ~ New York
T Defaults
Fields Effective Date
Num of aliswances

Qut-of State Deductions Reduce SUTA Wage Base

12/31/1900

Additional Withholding - e @

Additional Withhalding - Yonkers @
Filing Staws @ 1213111500
Total Allowances - Nv¢ @ 0 1213111500

Serttings £ Edit
“/ Unemployment State Actions
v NewYork
Eftaction ata e
MyTeam > Employee Information
< New Employee
Employee @ Monica Geller
@ Fersonal Information Other Settings
@ Basic Information
Dashboard Layout Profiles
& Base Compensation
Dashboard Layout Profile Effective Date*
® Taxinformation B |
+ Add
(O Other Settings
b Defaults Benefits
Benefit Profile Effective Date™
2|
+ Add
Pay Period Profile* Retirement Plan Role Profile
| PPcs042 Weekly Payroll B | [ B ] | Employee R |
Security Profile Default Work State * Default Department *
| Employee B | - || -]
Hired * Birthday* Started *

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

€ New Employee

Employee @ Monica Geller
Add Employee
@ Personal Information Defaults
@& Basic Information
Demographic Profile

& Base Compensation

@& TaxInformation

@& Other Settings Ao Epioyes
| O Defaults )

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. **



