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On-boarding a new employee

STEP ONE

Check this is the employee you want to hire,

before clicking CONTINUE
You will need your employee’s MOE number and IRD number &

Add New Employee

CHECKLIST PRELIMINARY FINANGLAL
QUESTIONS DETAILS

You are on-boarding

Previous Employment
Please provide MOE number Please provide IRD number Bailey, Jean

1045183 @ 000-000-000 MoE: 1045183

CONTINUE

If this is not who you are wanting to on-board please check the
MOE number and re-enter

- J

If you click NEXT by mistake, you can restart by choosing

‘Cancel Request’ under ‘Quick Tasks’. This is found in the

Su Cancel Request

activity history.

STEP TWO

Add New Employee

CHECKLIST PRELIMINARY
QUESTIONS

New Position

Bailey, Jean

MoE: 1045183

Diate of Sirth
01/01/0001

Personal and financial details will automatically load. They

RO rumber

can be accessed and edited once your transaction has been

000-000-000

processed.

Residertal Addmss

You’ll go directly to the Contract Details page

Hiokie Prore

If this iz not who you are wanting to on-board then cancel this request
/ and start again
Enter contract details, re-check this is the employee you

want to hire, then click CONTINUE




STEP THREE

Some on-boarding transactions will be processed immediately, saving time. As we develop Edpay, the proportion of

immediate processing will increase.

Once you’ve added contract details and clicked CONTINUE, what you see will tell you whether your transaction will be

immediately processed.

EITHER Add New Employee

You will go directly to the
summary page. This means
your transaction has been

Bailey, Jean

MoE number: 1045183
IRD number: 000000000

immediately processed.

Contract Details

16/07/2020

OR Allowances
@
The add allowance field

will appear, so you can add Comments

Comments related to the new person and position

allowances, then

St Dme EnDme

CHECKLIST PRELIMINARY
QUESTIONS

= Print Page

Fostion Tte

CONTINUE to the summary
page. This means your
transaction needs to be
processed by our school
account team.

STEP FOUR

After SUBMIT go to ACTIVITY HISTORY

Onboarding Successful

Successful means....

Your transaction has been processed immediately. You
can now view the employee in the My Employees
dashboard and review/update personal and financial
details, then add allowances.

Task Type*i’ Status

Onboarding Submitted

Submitted means.....

Your transaction has been sent to our school account
team for processing. You will receive an email once
processing is been completed. You will then be able to
view the employee in the My Employees dashboard and
review/update personal and financial details.




Your proof of transaction

Go to Activity History.
Click on the transaction that you have completed.

You will see the transaction summary page. Save this summary as a pdf, or print.
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Add New Employee

& Pimpage

g€ resmbac: 1043183
R0 rumbar: 000000000

Activity Hi story Q. Find an employee..

Customer Action Required: 0
Submitted: 1
In Progress: 0

Empiayes Nama b e a Craated iy ¥ sk e Task Type

20/07/2020 Baley, Jean 1045183




