Sending to ADP to Queue for Onboarding:

1. Change Candidate Status to ‘New Hire ON Sites’ for store teams, or ‘New
Hire OFF Sites’ for all other hires, under the Hired Dispositions category
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CHANGING STATUS TO “NEW HIRE ON S E STAFF ONLY"

Lat JazzHR do the work for you with these workflow helpers.

Keep ack using the helpers below, or edit them as needed
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3. Click the drop-down and choose ADP
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4. Fillin Hire Date, Onboarding Template, Choose Payroll Group (89L for all
Store teams), and key in the hourly or salary rate, then click purple button
for ‘EXPORT’
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THAT’S IT! CONGRATULATIONS ON SUCCESSFULLY PROCESSING YOUR NEW HIRE!





