
Hire Someone 
Follow these steps to no�fy Recrui�ng that your new hire has accepted the offer and is ready to move to onboarding. 

 

1. For Team Leads change the status to Accepted Offer. For Shi� Leads, Store and General Manager a�er the background 
check Consent has been completed change the status to Background Check. 

 

 

2. Go to My Team > Team Informa�on > My Team. 
 

 
 

3. Under Ac�ons click on Hire Someone. 

 
 
 
 



4. Select your new hire name and click Next. 

 

 

5. Enter Hire Date (hire date must be within 3 days from start date). Hire Date must match with the I-9 date in sec�on 2. Click 
Next. 

 
 

6. The next page will automa�cally populate your new hire personal informa�on, click NEXT. Do not enter additional 
information unless is required. 

 

 

 

 



7. Select your new hire Job Title from the drop box below. The Work Loca�on and I-9 will automa�cally populate. Click Next. 

 
 

8. Select Any Prac��oner to no�fy Recrui�ng. 
 
 

 

Recrui�ng will be no�fied to assign the onboarding experience to your new hire. When the new hire completes all required tasks, 
Recrui�ng will no�fy the hiring Manager to complete sec�on 2 of the I-9 form. Your new hire can be put to work a�er receiving the 
Welcome email below. Failure to start your new hire prior to this no�fica�on will result in disciplinary ac�on up and including 
termina�on. 

 

 

 

Reach out to the Recrui�ng Department if you have any ques�ons at Recrui�ng@whitewatercw.com 


