JazzHR Final Steps

Job Offer:

1. On the Documents tab, use the drop-down by +ADD DOCUMENT and choose
‘Create an Offer’
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2. Title the Document by Candidate Name, ensure to choose correct offer
letter, and update viewers to ‘Everyone’ so it’s accessible to your entire
hiring team.
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3. Fillin open text boxes where there are asterisks, then click ‘SEND OFFER’
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4. Review the data entered and click the purple button ‘REQUEST ESIGNATURE
NOW’
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5. Scroll down to Part 6 and choose the ‘Offer Letter Email’ from the Template
drop-down, then click purple button ‘ASSIGN FIELDS AND SEND
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Store Manager Questionnaire -

6. Compose the emall to send with this document. A link to review the document will be
included.
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6. Scroll down on the offer letter to the very bottom and drag and drop the
signature icon from the left hand menu onto the Candidate Signature line,
then click the blue box ‘Send for signature’
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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 SITES [STORE STAFF ONLY]

Let JazzHR do the work for you with thess workflow helpers.

Keep things on track using the helpers below, or edit them as needed.
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Liz Lentz
Refers to AD/RD/Facilities/IT and Corporate positions


3. Click the drop-down and choose ADP
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4. Fill in 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!



