
 
 

 

Onboarding Process 

 

1. Login to your Paylocity account and click on HR and Payroll to access Recruiting. 

 
 

2. Once an offer has been accepted change the employee status to HIRED. 

 

   
 

3. Click on Feed and then click on Begin New Hire Onboarding 

 
 



 
 

4. Click on the message below to take you to the onboarding module. 

  
 

 

5. From the onboarding portal your new hires name will show without an event packet assigned. Please 

email HR or your Area Director to launch the packet. 

 
 

6. Once a packet has been launched your new hire will receive two emails from Paylocity to complete 

onboarding. 

 

7. Once the new hire completes all their tasks click on the packet name that is assigned (Team and Shift 

Leader New Hire Packet or Store and General Manager New Hire Packet) to review and complete 

the Work Location, I-9 and E-verify task. 

 

 
 

8. When the progress shows 100% and all tasks have been completed an employee can be put to work. 

(All tasks must be completed no exceptions) 

 

 

9. Lastly, you will receive an email to the store location email., when we have pushed the New Hire into 

Paylocity . This email will include the DRB info, TalentLMS account info, and Deputy Account info. You 

must see this email to have employee start. 



 
 

 


