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Navigating to Onboarding Module
Onboarding Module

• Click on App Switcher 
in the top left-hand 
corner of your screen to 
open the Apps Menu

• Click On Onboarding 
Link

• You will automatically 
be redirect you to the 
Onboarding Dashboard



• The Onboarding Dashboard is your 
landing page as soon as you navigate 
into the Onboarding Module

Navigating the Onboarding Module

Navigating the Onboarding 
Dashboard



• Click onto the Event Name hyperlink 
to drill into the details of the 
Onboarding Event.

• You will be able to:

◦ View progress of the tasks

◦ Review information entered by the 
new hire

◦ Complete employer tasks

Navigating the Onboarding 
Dashboard

Navigating the Onboarding Module



Navigating the Onboarding Module

ACTIVE EVENTS = Main view of the dashboard and shows you all events in progress.

YOUR TASKS = Shows you tasks in each event packet that requires your specific attention to be completed.

FAILED NOTIFICATIONS = If any notification fails to send to an employee for any reason, select Resend to push the notification 
to the employee again.

SEARCH BAR = Use search bar to search by Name, Event, Company, or Employee ID.

ACTIVE = Shows you all active events in progress.

COMPLETE = Shows you all packets that have been marked as complete or finished. 

NOT HIRED = Shows you all packets that have been marked as not hired. No HR & Payroll Record created for employee.

ALL = Shows you all packets and their statuses.



Launch Onboarding Packet

• Ensure your new employee shows on the Onboarding Dashboard without an Event Name
• Select Launch An Event > Launch Event Packet



Launch Onboarding Packet

• Select the event to launch
o You will use “Rehire” events for rehiring employees and “New Hire” events for new people joining your 

organization.

• Click Next



Launch Onboarding Packet

• Choose the employee. You can select multiple at once if needed
o If you select a “rehire” event, only terminated employees will show here.
o If you select a “new hire” event, only the employees from the Onboarding Dashboard without an event 

will show.

• Click Next



Launch Onboarding Packet

• Review the employee and event 
information and make updates if 
needed

• Click Launch



Welcome and Login Email

• The Employee will 
receive an email or Text 
Message to be able to 
access their Onboarding 
Packet.

• The Email or Text 
Message will contain 
their Company ID, 
Username, Temporary 
Password, and a 
hyperlink to access their 
electronic Onboarding 
Packet.

• *New* New Hires may 
now access their 
Onboarding Packet 
directly within the official 
Paylocity App.



• Click into the Event Name link to open the packet

• You will land on the Welcome message and see a list of all event tasks on the left side of the screen. 

• Some of these are to be completed 

    by the new hire/rehire while others 

    are completed by the employer.

• Employer tasks include:

◦ Eligibility Verification

◦ Employment Status

◦ Work Location

◦ Dept/Position

◦ Pay Rate

◦ Time & Labor

◦ Tax Setup

◦ Review Tax Setup

Employer Tasks to Complete

Complete Onboarding Tasks



• Select the task you wish to complete from the left-side of the screen

• Some tasks are dependent on the employee completing their portion such as:

◦ Eligibility Verification depends on the employee completing their “Employment Eligibility” and “I-9 Document 
Attachments” tasks

• You will get the orange warning below if you open one of these tasks

Employer Tasks to Complete

Complete Onboarding Tasks



• When you select one you can complete, you will see the right side of the screen populates with fields for you to 
complete

• Fill in all information, note that some fields are Required while others may be Optional because they don’t apply 
for everyone

Employer Tasks to Complete

Complete Onboarding Tasks



• Blue tasks are incomplete

• Green tasks are complete

• Be sure to click the Orange Next 
Task button in the bottom right 
corner to mark as complete

Complete Onboarding Tasks



Complete Onboarding Tasks

• The “Completed By:” area will 
indicate which user is 
responsible for completing the 
task.

• Employee Participant is the 
Onboarding Candidate 



• Click into the Event Name link to open the packet

• You will land on the Welcome message and see a list of all event tasks on the left side of the screen. 

• Some of these are to be completed by the new hire/rehire while others are completed by the employer.

• Employee tasks include:

◦ Employment Eligibility

◦ I-9 Document Attachments

◦ Personal Contact

◦ Direct Deposit

◦ Emergency Contacts

◦ Withholding Forms

◦ Policy Acknowledgements

Employee Tasks to Complete

Review Employee Tasks



• Once the employee completes a task, you will see it in green showing Complete on the left side of the 
screen

• You can review the information for accuracy by selecting it on the left side. You may not edit these fields 
but can see most tasks

Employee Tasks to Complete

Review Employee Tasks



Complete Onboarding

• Once all tasks are complete, return to the main dashboard in Onboarding. 

• Navigate to the far right side of the screen and click the circling arrows to begin 
the Finish Onboarding process.



Complete an Onboarding Packet

• You will be brought to an 
Onboarding Summary page for 
the Employee

• Please review and ensure you see 
all blue checkmarks

• If you see anything other than the 
blue checkmarks, please return to 
the task and make the necessary 
corrections/update.

• Once ready, click the orange 
Finish Onboarding button to send 
their record to HR & Payroll.



Complete an Onboarding Packet

Once the employee’s event packet has been completed and their profile has been 
sent to HR & Payroll you can access the completed packet in the Complete folder.



Navigating the Onboarding Module

• Signifies that this Packet has been completed and that an HR & Payroll Record 
has been created for the employee.

• Signifies that this Packet has been completed, but no HR & Payroll Record has 
been created from the employee.

The different types of Completed packets:



Complete an Onboarding Packet
Onboarding Status Types

COMPLETE = Marks the entire packet as complete but does not create an 

HR &  Payroll record.

DELETE = Completely removes the packet and its content from the 

Onboarding Module. Action cannot be undone.

FINISH ONBOARDING = Marks the entire packet as complete and does 

create an HR & Payroll record.

NOT HIRED = Marks the entire packet as Not Hired and does not create an 

HR & Payroll record.

SEND REMINDER = Sends a reminder to the Employee that they have 

incomplete tasks



Complete an Onboarding Packet

Navigate back to HR & Payroll > Employee Search screen and confirm that you see 
the new hire in your Active Employees list. Note this may take a few minutes to 
update.



• In case of errors…

Complete an Onboarding Packet

• You will be shown a red 
Error Flag and blue View 
hyperlink that you can click 
to review the errors that 
generated.

• When you click on the link, you will 
be brought back to the Onboarding 
Summary page that will detail out 
the errors which are preventing you 
from successfully completing the 
Onboarding Packet.



• If you need to create (or re-create due to deleting) an employee directly within the Onboarding Module, 
you will select Create Employee on your Onboarding Dashboard

• Then fill in all information available

◦ Those in Green are required along with a form of contact

◦ All others are optional and can be completed later

• Once filled in, click Save

Manually Adding an Employee

Uncommon Situations



• If you need to remove, replace, or add tasks to an Onboarding Packet, you will select the event from your 
Onboarding Dashboard

• Scroll to the bottom and select Edit

• Select the “X” next to tasks to remove them

• Select Add Task to choose a task from the dropdown

• Once tasks have been added, removed, and replaced as needed, select Done

Modifying Tasks in an Employee’s Packet

Uncommon Situations
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