


Adding a new hire

You can use the isolved Onboarding feature to have the employee provide most of the information needed to add them to the software. If you want to enter the information manually, follow these instructions.

On the Employee Management menu, select Quick Hire.

[image: A screenshot of a phone

Description automatically generated]

All the information about the employee is entered on this one screen: employee identification (name, address, SSN, DOB, marital status), pay information, taxes, direct deposit.
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Here’s a video if you want step-by-step instructions and explanations of the options for each field:
https://learning.myisolved.com/library/quick-help-videos/adding-a-new-employee-using-quick-hire
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Employment Information
*Legal Company. @ -
*Status: Active v
* Hire Date: | 2/8/2024
Adjusted Service Date:
*Employee Number:
*Employment Category: v
TimeClock ID:

Include in New Hire Reporting

General
*1D Type: -
“SSN:
*First Name:
Preferred Name:
Middle Name:
*Last Name:
Prefix
suffix
Self Service Email
Enable Self-Service Access
If email aderess is not currently active
the email address will be blocked and
the EE will not receive the activation
link.
Marital Status: v
Address:

*2ip Code:

Hit Enter Key n Zip code field to retrieve city st

City a
State: v
Home Phone:
Mobile Phone:
Work Phane: a
Personal Emall
Birth Date: / /
Gender. v
Salary
*Pay Group: v
*Pay Type: v
* Frequency: v

Normal Hours:
Annual Salary: | 0
Per Pay Salary:

Hourly Rate:
Alternate Pay Rate
Alternate Rate Rate
B v
Add New

Direct Deposit

Status Account Type Sequence

Frequency

Organization/Labor/Job
*Department
GL Acctd
Jobr
Workers Comp:
Soc Code:
Manager

Supervisor

Tax Location
*Residence Location:
*Work Location:

School District:

Reciprocity Rule:

Federal Income Tax
Filing Status:
Block Tax
Multiple Jobs or Spouse Works
Dependents Amount
Other Income Amount:
Deductions Amount:

Additional §: Dollars v

State Income Tax (Residence)

Tax Description: The state of has no state withholding tax

State Income Tax (Work)

Tax Description: The state of has no state withholding tax

City Income Tax (Residence)
Tax Description: Noci
(Other local/county taxes may apply)

\come tax for current residence

City Income Tax (Work)
Tax Description: No city income tax for current work location
(Other local/county taxes may apply)

Tax Exemption
Status Type:

Amount Percent Routing Number  Account Number

Description

EEO Information
Ethnic Origin v

Veteran Information

Active Duty Separation:

Recently Separated Veteran

Protected Veteran

None of the above @
9 Information
19 Completed @
+9 Complted Date:
Citizenship: v
Disability Information
Disabled: v




