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Initial Setup

This section includes information for setting up a new user on Advanced HR.



Welcome Email

Every new user will receive a welcome email. This email includes:
1. The employee’s username.
2. Alink to create a password for first time users.

3. Alink to log in after the initial setup is complete.

Welcome User/Password Notification X
From: "Advanced HR" <AdvancedHR@asuresoftware.com> Thu, Jan 30 2020 8:59 AM
To:

Priority: Normal

@ Awachments | Print |

Welcome to your HR portal of the future. Your username is: Your email address

To protect your security the system requires strong passwords. Please make sure your password includes at least one number, one non-alphanumeric character, one upper and one lowercase
character, and that it 1s between 7 and 30 characters without including any blank spaces.

If you haven't used the system before or would like to change your password, please click on or paste the following link into your browser to change your password. This link will expire, so if you
don't make your change while the link is still active, please request another reset from your administrator.

http://ebeinc.evolutionadvancedhr.com/ChangePassword.aspx?changekey=f4e Sec6c-9dd5-46a0-a040-bad4d3ff5 5b6 2

After clicking the link above to change your password, this link should NOT be subsequently used to login to the application. If you wish to login to the application at a later time please use:

http://ebcinc.evolutionadvancedhr.com Secure Home.aspx 3




Password Setup

Once you click the change password link found in the welcome email, a webpage will open with the Change Password Process page below.
1. Enter the email address as shown in the welcome email as the username.
2. Set up a password and re-key to confirm.
3. Click the CHANGE PASSWORD button to submit.

Change Password Process

STEP 1 - Enter your username/email
In addition to the secure link and unique code provided to you, we will also validate your username in this process.

1 | =

Username is required

2 STEP 2 - Enter NEW password

Enter the new password you would like set for your account. You will be asked to enter it twice to verify the accuracy.
Password € *

({‘ )

Re-enter Password

a .

3 STEP 3 - Confirm and Click

Complete password change process by confirming your information and clicking below.




Password Reset
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Username & 3

averysmith@sharklasers.com

breynolds@sharklasers.com

carollee@aol.com

ctopolski@ebcinc.net

davetest@somethingorother.com

dearlg@roadrunner.com

ebcdemo@ebeinc.net

ebenes123@gmail.com

fakeemailaddress@gmail com

gelooney@testing.com

genericname@ymail com

Jbort@sharklasers.net

Joums@ebeinc.net

Active

Create Date (22

05/04/201810.04 AM

12/08/2017 11:05 AM

05/04/2018 09:09 AM

05/13/202001:10 PM

05/01/201902:32 PM

01/30/2020 08:58 AM

03/02/2020 09:47 AM

09/21/2020 03:25 PM

11/26/2020 07:30 AM

11/28/2020 07:30 AM

04/16/201811:04 AM

05/21/2018 02:55 PM

05/13/202001:05 PM

x
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@ Class &x Terminate Employee
© Compensation Change Reason
& @EE0
i App Tracking Dashboard @ Employment Employee Maintenance
@ Ethnicity 4 Employee Summary
© Frequency
Onboarding @ License
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2 Position
3 Onboarding Dashboard @ 0rg Change Reason
Benefits
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Labor Allocation
U
Time Clock
@ Setup/Configuration Communication
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Quick Links
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A@ll ~DVANCED FILTER ¥

FistName Last Name
Avery smith
Bert Reynolds
Garol Lee

chris Topolski
Dave Test
David Colson
£8c DEMO
Elaine Benes
Thomas Townsend
George Clooney
Generic Name
Jeff Bort

Joe Bums

Before resetting a password, you need to know if the employee re-
ceived the Welcome Email and went through the process of setting up
their initial password. [f the answer to that is no, resend the Welcome
Email. If the answer is yes, then send a Password Reset email:

1. Go to HR Admin screen.
2. Under Company, click on User List.

3. Scroll through the employee list or enter the employee
name or email address in the Filter Grid window.

4. Click the middle icon to send a new Welcome Email to the
employee.

5. Click the back arrow icon to send a Password Reset email
to the employee.



Basic Navigation

This section reviews the Advanced HR Dashboard and some of the basic components within.



Dashboard Overview

Each time you log into Advanced HR, you will be directed to the Dashboard. The dashboard includes the following:

1.

2
3
4.
5

Company announcements.

Upcoming birthdays.

Certificate and licenses that are soon to expire.
Scheduling and time off review.

Upcoming employee anniversaries.

EBC

Dashboard

HR Admin ~ Quick Links ~

1 Company Announcements

Fiscal Celebration -

Our End of Fiscal celebration will begin at 5:01 P.M. on Friday, October 30th in the main
conference room. There will be trivia, prizes and plenty of food and drinks. Please let our HR
Team know if you will be attending by the end of the business day on Friday, 10/23.

1

Travel Notice -
CDC Travel Advisory - United States -

Coronavirus and Travel in the United States

CDC Issues Domestic Travel Advisory for New
York, New Jersey, and Connecticut

The CDC urges residents of New York, N and Connecticut to refrain from
non-essential domestic travel for 14 days effective immediately. This Domestic Travel
Advisory does not apply to employees of critical infrastructure ind including but
not limited to trucking, public health prof financial services, and food supply.
These employees of critical infrastructure, as defined by the Department of Homeland
Security (hitps publication/guid: nalc

criticalinfrastructure:
]

workforce [ ) have a special responsibility to maintain normal work schedule. The
Governors of New York, New Jersey, and Connecticut will have full discretion to 4
implement this Domestic Travel Advisory.

Things to consider before trave:

* 15 COVID-19 spre:
1 COVID-19

= Areyou or your
Paanle ar high

| companianis) mere likely to get severe iliness if you get COMID-197
for smuere diseass are older adulr nle of any age vath sarios s chennie medieal eonditians

& Laura Noblett -

Birthdays

Birthday Employee

December 1 Clooney, George (16)
December 10 Martin, Susan (34)
December 31 Colson, David (33)
January 10 Daopler, Skip (23)

SHOW MORE

Certificate Expirations
No Certificates expiring in upcoming months

License Expirations

Expire Employee Type

01/03/2021 Anderson, Roger (30) DOT

Scheduled Reviews
No Reviews in upcoming months

Time Off Requests (Pending)

No pending time off requests

Employee Anniversaries

Date Employee
December 04 Roberts, Julia (9)
December 26 Lake, Katie (14)




Dashboard Overvi

Click on HR Admin to display a full page of action items to complete your tasks.

EBC

HR Admin ~ Quick Links ~

Company
# Home
¥ Home Dashboard Setup

@ Announcements

I Company Documents
B company List

4% User List

Company Structure
# Division
% Branch

# Department
£ Team

Reporting
& standard Reports
[ Quick Report Writer

Audit

@ Auditing
I Email Record List
A Error Log

Time Clock

@ Setup/Configuration
@ User Credentials

there than if you st

heaith department

* Will you or your travel companionis) be in close contact with others during your trip?

5pi e coronavirus may increase in crowde

atherings. public s

Q

Applicant Tracking

? Question Bank

U Status Setup

E4Form Setup

P Application Version

&= Job Posting

& App Tracking Dashboard

Onboarding

? Question Bank

G Task List

L OnBeard Prep

& Onboarding Dashboard

Benefits

@Plan / Policy

21 Employee Benefit

& Carrier

¥ Classes

¥ General Agent

¥ Life Event Reason

¥ Waiting Rule

¥ Dependents

#¥ Beneficiaries

#* Open Enrollment Setup
# Monitor Open Enroliment

Communication
A Notifications

Tools

&8 Data Import
Payroll Data Sync

s about your destination, ycu should check your destination's local

particularly dic

i sl s minneh e sk v ma soviara linags i you get COVID-197

https:/febcinc.evolutionadvancedhr.com/Secure/Home.aspx®

f amy pe with serious chronie

Company Setup

& Achievement

£ Certificate

£ Class

¥ Compensation Change Reason
£ EEO

¥ Employment

2 Ethnicity

£ Frequency

£ License

% Pay Grade

£+ Pay Group

& Position

# Position/Org Change Reason
£ Review

£ Shift

£ Skill

£ Status

& Termination Reason

2+ Worker Comp

& Laura Noblett -

Employee Actions

&+ Add New Hire
& self-Service Sstup
&x Terminate Employee

Employee Maintenance
& Employee Summary

& Achievement

& Alternate Rate

& Certificate
&Class

&Class enroll

& Compensation

& Direct Deposit

& Document (employee]
& Document (company)
& Education

& Emergency Contact
& Employment Detail
&9

& Labor Allocation
& License

& Note

& Pay Stub

& Review

& skill
& Tax
& Tax (st
& Tax Form
& Time Off
&Wwias

Quick Links

"D TimeClock (Admin)
© TimeClock (ESS)

LI e T Y O e
Date Employee
December 04

Roberts, Julia (9)

December 26 Lake, Katie (14)
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Dashboard Overview

EBC

HRAdmin «[  Quick Links ~ & Laura Noblett +

Click on Quick Links to access the following components:

Dashboard & padnean
err Employee

Company Announcemen s = Onoard Prep Birthdays

. Celeb £ Payroll Data Cut-Over Birthday Employee

iscal Celebration -

Cod af [ | nalabeat ill hnrin at B-A1 DA Eriday Antahar 20th in $h i December 1 Clooney, George (16)
New Hire Process H . H
1 1. Add New Hire: Use this feature to manually add a

ot LA st st e new hire if not using Onboard Prep. Enter in all neces-
R sz . sary new employee details, then click LET'S BEGIN
o T [ v g ONBOARDING. Once complete, any additional infor-

e o e mation can be entered under Employee Maintenance
(e.g. Direct Deposit).

[orminat .
2 | Termination Process 2. Terminate Employee: Select the employee then enter
STEP 1 - Employee Info effective date, term reason, eligible for rehire, and

The information below helps to guide you through the rest of the Termination process. Remember, you can only terminate a current ACTIVE employee.
Company* Employee* Termination Date

= r—— - Reere— [ p— = comments as needed.

3 OnBoarding Prep Process
e et 3. Onboard Prep: Use this feature to enter basic job de-
R - Type of Hire . ags .

lgyeﬂ;na:s:muonhe\ow nelps to guide you through the rest of the OnBoarding process. tallS, Such aS pOSItIOﬂ and hlre date, and Send an

S email link to the new employee to complete Onboard
WZ—E’n?\ovee - wao/znz‘o ® Task LiSt details.

Onbaarding Task List*

Please Choose (Resresenis 8L

LET'S BEGIN ONBOARDING

11



Setting Up Your View

With Advanced HR, you can customize your Dashboard. To do this,
1. Click on HR Admin.

EBC

HR Admin ~  Quick Links v & Laura Noblett

Q

Company Applicant Tracking Employee Actions

2. Under Company, click Home Dashboard Setup.

# o
% Home Dashboard Setup

P
Version
Employee Maintenance
48 Employee Summary

9
ing Dashboard

=

& Achievement
& Alternate Rate
e

Onboarding

ue:

g Change Reason

ac
& Direct Dey
Reporting

jard Reports
Report Writer

& Employm:
&

& Labor Allocatior

ting
Record List

[ ]
AkrorLog
Time Clock
s Communication i
> munics &Time Off
& Notifications was
Tools Quick Links

Eropry
Date.
December 04 Roberts, Julia (9)
o trmso December 26 Lake, Katie (14)
Ittps:/ebcinc.evolutionadvancedhr.com/Secure/Homeasps# =at oy ase s
EB C HR Admin Quick Links & Laura Noblett

3. If you have access to more than one company, select
the company before making any changes.

Landing Dashboard Setup

Company
Select a company to proceed with Dashboard (Home Page) Setup

P atseom - 3 4. Under Dashboard Settings, switch the Admin Toggle op-
tions and ESS Toggle options to Yes if you want that

option displayed or No if you do not want that option dis-
played on your Dashboard.

My Upcoming Classes

4 Dashboard Settings

Complete each section and setting
Admin: T

Announcemer

Certificate Expirat

License Exp

Scheduled Reviews Time Off Requests

-
Anniversaries Employee Wds
e ° il

Future Per

2

Save Setup

After you have made all selections, click SAVE below

e

s Acknowledgement lcon
o e
Certificate Acknowledgement Icon

o e

License Acknowledgement Icon

o e

o
My Expiring Certifications.
o
My Expiring Licenses
o

Payroll Summary Quick Link as Landing Box

o ves

12

Press the SAVE CHANGES button to save your new

setup.



Posting Announcements

10

1

13

Company*

B EbcDemo2 (EBC Demo2)

Status
Announcement On
ves
High Prierity
No
Dates
Post Date

11/27/2020

Expiration Date

Images (only JPG, PNG, and GIF extension

Browse or Drag/Drop images

Title

Detail

files allowed here)

Temporarily Uploaded Images

12

/& BROWSE ...

CLOSE x

EBC HR & Loura Noblett
Q
Applicant Tracking Company Setup Employee Actions
nent & Ad
sl
2 &xTer
Employee Maintenance
4 Emplovee Summary
Announcements
3 & @DOWNLOAD v
Actons Posth i on High Prioiy Exie:
B 10/07/2020 Office Closed B -
[ » | 10/01/2020 Fiscal Celebration
[ » | 04/09/2020 Travel N
[ » | 0211172020 inkto weath [ o |
[ » | 01116/2019 WELCOME 09/20/2019
B 0312072018 Holiday B - 03/2072018
« - > Page: 1 of1 GO  Pagesize 6 CHANGE ltem 10 6 of 6
‘ 9
Announcement:
Company Announcement Posting

13

To post an announcement,

1.
2.

10.
11.
12.
13.

Click on HR Admin.

Under Company, click Announcements.

Click the trash icon to delete an announcement.

Toggle between Yes and No to turn the announcement
on and off.

If you announcement is high priority, switch the toggle to
YES to push the announcement to the top of the dash-
board.

Click on the announcement to view and edit the details
(i.e. text, delivery and expiration dates, images).

Click the NEW button to add a new announcement.

The new announcement page will display - this has the
same layout as #6 above (view and edit existing an-
nouncement).

Enter title and the announcement details in the An-
nouncement Posting section.

Select status.
Enter dates.
Enter an image or file.

Choose a button to save and close, save and view the
next announcement, or close without saving. You can
save reoccurring announcements to be used again.
Saved announcements can be edited to change details
within (e.g. open enrollment notice).



Company Setup

Company Setup offers features to track selected fields. This section can be accessed by clicking on HR Admin. Use it to view various tables for
tracking details such as Certifications, Licenses, Performance Reviews, Skills, etc.

®
EBC HR Admin ~ Quick Links - & Laura Noblett ~
Q
Company Applicant Tracking Company Setup Employee Actions
#& Home ? Question Bank % Achievenent &+ Add New Hire
# Home Dashboard Setup @1 Status Setup & Certificate & Self-Service Sstup
EA4Form Setup % Class & Terminate Employes
:f““o-‘7098197‘5 . l;Ap:hca: on Version ¥ Compensaticn Change Reason
Company Documents = Job Postin £ EEO .
B Company List & App Track\ﬁg Dashboard £ Employment Employee Maintenance
i User List g Ethnicity & Employee Summary
. Frequency
Company Structure Onboardlng % License & Achievernent
? Question Bank & Pay Grade & Alternate Rate
£ Division J Task List £ Pay Group & Certificate
£ Branch L OnBoard Prep & Position & Class
£ Department L onboarding Dashboard £ Position/Org Change Reason & Class enrall
£ Team & Review Compensation
£ shift & Direct Deposit
Reportin Benefits £ skl & Document (emglay
p 9J {81 Plan / Policy £ Status & Document (company)
& standard Reports B Emp\’o\"ee BJenefn £ Termination Reason & Education
[ Quick Report Writer 2 Carrier £ Worker Comp & Emergency Contact
# Classes & Employment Detail
. &9
Audit : Eligg.‘a;rﬁg;e”;sm & L_al)or Allocation
@ Auditing £ Waiting Rule & License
i Email Record List £ Dependents &Note
A Error Log £ Beneficiaries & Pay Stub
% Open Enrollment Setup & EE‘.“:EV"
Time Clock # Monitor Open Enrollment :?ax )
© Setup/Configurat L & Tax (sue
Elup/Lontiguration Communication & Tax Form
@ User Credentials & Time off
A Notifications Was
Tools Quick Links
gg:?;“g{??ch D TimeClock (Admin)
=0 e @ TimeClock (ESS)
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Employee Actions

This section reviews how to set up employee self-service.



Self-Service Setup

EBC

HR Admin Quick Links

Q

Company Applicant Tracking

Company Setup

Employee Actions
A e

EBC

Self-Service Setup

HRAdmin~  QuickLinks v

Company/Employees

& Laura Noblett +

Choose a company, assign default sey . confirm st of employees to be setup for Self-Service. The defaultistof employees includes all curently employees iho do NOT curtenty have
Self-Service setup for them. If the emps s NOT currently have an email address on record, they als’ appear in this list. If there are employee® htfally listed on the EXCLUDED list, the:
employees nave something invalid abotl 1 such as duplicate email adresses. once the process 1 also verify any duplicate emails as this is used for the USERNAME in the system
Compan

B EbcDemo2 (EBC Demo2)

s for new Self-Service users

Employees to be setup with Self-Service

Employee Email

Lake, Katie (14) Kiake@sharklasers.com
Clooney, George (16) gelooney@testing.com
Dopler, Skip (23) sdopler@gmail.com

fakeemailadd

Carson, Donald (26) testemployee

Warren, Jessica (36) jwarren123@gmail.com
Miller, Jeffrey (47) jrmiller3@gmail com
Paulowski, Roberta (49) paulowskir21@gmail.com

Employees EXCLUDED from

Employee

Self-Service setup

dearlson@ebeinc.net

Self-Service setup report

Success
Process fully completed with no issues.

16

To set up employee self-service,
1.
2.

Click on HR Admin.

Under Employee Actions, click Self-Service Setup.

Choose a company from the drop down list.
Toggle Yes or No to assign default settings.

Confirm the list of employees to be setup for Self-Service.
The default list of employees includes all currently active
employees who do NOT currently have Self-Service setup
for them. If the employee does NOT currently have an
email address on record, they will not appear in this list.

If there are employees initially listed on the EXCLUDED list,
these employees have something invalid about them such
as duplicate email addresses. Once the process is started,
it will also verify any duplicate emails as this is used for the
USERNAME in the system.

Verify the time zone, then assign a role from the drop down
options. It’s critical to add instruction to assign Base User
Role (ONLY) to regular employees. Base Admin will allow
user to see all content including rates for all employees,
and Base Manager will allow the same for any employees
who have the user listed as a Supervisor in their record.

Click the SETUP SELF SERVICE button.

You will see a success message once the process is com-
plete.



Employee Maintenance

This section reviews how to view and edit employee information.



Compensation

EBC HR u & Laura Noblett
Q
Company Applicant Tracking Company Setup Employee Actions
an k t
 Home Dashboard Setup
Reportin Benefits
porting #plan /ool
x
EBC HRAdmin v Quick Links ~ & Laura Noblett +
Compensations
BEDTE o | orovuoe 3 -
Actians Nam Emplayec D Eftective Date ¥ PayType Pay Rate Ghange Reason
n Benes, Elaine 22 10/30/2020 Salary 2750.0000 Job Change
4 n Young, Jonathan 56 10/29/2020 Hourly 17.5600
n Gollins, Sheila 55 10/12r2020 Salary 1450.0000
Compensation:
Employee Compensation Info Other Info

Company*

B EbcDemo? (EBC Demo2)

7 Employee*

&  Please Choose Represents BLA

10

Effective Date *

Pay Type*

Please Choose

Rate (1

s | e

Change Reason +

Please Choose (represents BLA -

Comment

CLOSE x
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To review and employee compensation,

1.
2.

9.

Click on HR Admin.

Under Employee Maintenance, click Compensation.

The list will automatically be filtered by Effective Date of
recent changes.

Click on the trash can icon to delete a compensation
change. This should only be done if the entire entry is
incorrect. The HRIS tracks history of changes which
should remain intact in almost all instances. If a rate
needs to be fixed, the user can open the record and
change it then add a reason and or notes as needed.

Click on a row to review or edit details of the compensa-
tion change.

Click the NEW button to add a new compensation
change.

Choose an employee from the Employee drop down list.

Enter Compensation Info (effective date, pay type, and
pay rate).

Update Other Info as needed.

10. Choose a save option.



Employee Documents

EBC

HR Admin ~

Company

# Home
2 Home Dashboard Setup

Company Structure
© Division
28

Q

Applicant Tracking
2 Question Bank

Benefits

Company Setup
ver

& Laura Noblett v

Employee Actions
& Add New Hire
i self-s

Setup
& Termi ployee

Employee Maintenance
i Employee Summary

Reportin
porting fPlan  Pol
Ebc Demoz (EBC Demo2)
EBC HRAdmin~  Quick Links - blett v
Employee documents
ADD DOCUMENT
Document category Employee company
Formig
Oonboarding-9 Jonathan Young Ebc Demo2 5 1
Onboarding W4 Jonathan Young Ebc Demoz 4 6
Add document 8 X
Gompany Employee name
Ebc Demo? v v
Display name
Gategory
Document upload
Drop a document here
or choose a file
Document options 1 1
&) Private
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To review and upload employee documents,

1.
2.

10.
11.
12.

Click on HR Admin.

Under Employee Maintenance, click Document
(employee).

Use the search box to locate a specific document. Type
the document name to find all added documents of that
type or search by employee name to find all documents
added for a specific employee.

Click on the document title to open and view.

Click the download icon to download and save the docu-
ment.

Click the trash can icon to delete a document.

Click the ADD DOCUMENT button to upload a new doc-
ument for an employee.

Select an employee form the Employee Name drop
down list.

Enter a Display name - this will appear as the document
title in the Employee documents list.

Select a category from the drop down list.
Choose a document to upload.

Click the UPLOAD DOCUMENT button once you are
done.



Employment Detail

The Employment Detail section houses job detail history for posi-
1 = tion, employment type, location, supervisor, etc. All employment
and job changes must be completed through this feature. To access
Employment Detail,

HR Admin Quick Links & Laura Noblett

Q

Applicant Tracking Company Setup Employee Actions 1 . CIiCk on H R Ad min .
2qu K
o tup

Employee Maitenance 2. Under Employee Maintenance, click Employment Detail.

3. To start the termination process (also accessed through
i the Quick Links reviewed on page 11), click the GO TO
p TERMINATION button.

4. To add a Position/Organization record, choose a compa-
ny and employee.

EBC o x 5. Chose the effective date.

HRAdmin - Quick Links v & Laura Noblett «

Employment Detail 6. If you wish to re-hire (or add any record) for an inactive
ADD Position/Organization New Hire/Termination employee’ use the top employee SearCh to flnd the inaC'

fyou ould ke o acd s Posiion/Organiztion recrd,please iy 3any and emplayee 0 give s beter contet orhe fryou want o hre o terminate an employee, lease go o the . .
effective date that you will be choosing. We will be copying inforr: e previous effecti record, so please keep special processing pages that are setup to help you witl t | th th th d d | t

ot mind when dnoosing an afectice dete. Vo cammot gk ac A ald Eccome e Frsk istorca! doted evord ot sl Ive employee rather than the dropdown selection.

remember that it is NOT a good ve mult or the <a onthe same day. The syster

2 on which one should be curre 3

1fyou wish to rehire (o sdd any record) foran cmployee, ple.  use the top employee search to find the inactive employee . y

e e o seetn 7. Click the button LET'S BEGIN ADDING A POSITION/
company- Employee” . IC € putton

B EbcDemo2 (EBC Demo2) - & Please Choose (represensois - ORG A N IZ A TION

a

Effective Date * Is this a REHIRE?

5 11/30/2020 6 ves
LET'S BEGIN ADDING A POSITION/ORGANIZATION < 7

2 & DOWNLOAD filte @l AovANCED FILTER T

— . et
T — &= -
n Collins, Sheila 55 10/27/2020 Manager Division 2, Office Active n S n E:
Collins, Sheila 55 10/12/2020  Manager Division 2, Office Active ﬂ &
e e 54 ansiom  commrronres e = -
Hetfield, Jim 52 07/13/2020 Driver Division 2, Field Active n E:
im0 v e - (- I

20



Employment Detail

Employment Detail: [[EIEG 8. Information in the Employee and Effective Date sections
8 | cmoopee Position/0rg records for employee @ are not able to be edited here. These selections need to be

Company*

= P —— all - be Pion  Ovon  Bweh e Tam M Tem made on the previous screen.

04/02/2018 Director Division 2 office v

©

Employee®

& Aenosom | ewae 9. Review previous positions for the employee in the Position/
i v Org records for employee section.

11/30/2020 )
10. Make selections for the remaining fields:
o Position/Status
1 0 Position/Status Organization Compliance
Position* Division* EEO Category+ . .
04 - Director - 200 - Division 2 - 0-0 No EEQ Class Assigned - [ ] organlzatlon
Employment Type* Branch* Worker Comp Code 4
NA-N/A - 100 - Office - Please ChooSe (Reprezentz BLA - ° Compllance

e Reports To/Supervisor

Reports To/Supervisor Benefits
Reports To 1 Benefit Class / Eligibility Group

o T A e— 5 e Benefits

Reports To 2

e — - 11. Click the SAVE CHANGES button to save the position up-

T 5 date.

Supervisor (SC) @

Hire/Term Comment/Reason
Hire Record Change Reason

Please Choose (mepreseris BLA

Termination Record Comment

Termination Reason

1

CLOSE %
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Pay Stub

Pay Stubs

Employeet
3 & Please Choose (eprese

2 & DOWNLoAD

Pay Stub Download CheckDate ¥

NO Records

Administrative Company Selection

Gross Wages

Page: 1 of1 GO | Pagesize: 15 CHANGE

Quick Links & Laura Noblett v
Q
Applicant Tracking Company Setup Employee Actions
2 % Achievement Add
% Certficate selfs
s & Terminate Emp
on Change Reason
Employee Maintenance
g Employee Summary
Org Change Reason
Reporting
Report Wiiter
Record List
Time Clock pen Enroliment
Configuration Communication Tax Form
jentials Time Off
Ao s Was
Ebc Demo? (ESC Demo?) x
EB C HRAdmin~  Quick Links v & Laura Noblett -

Item 00 0 07 0

EBC

Pay Stubs

HR Admin +

Employee*

Quick Links v

Administrative Company Selection

‘ a ‘ Reynolds, Bert (7)

[ & DOWNLOAD

Pay Stub Download Check Date v

4 B e
RE  BE

Gross Wages

320.00

Page: 1 of1 GO | Pagesize 1 CHANGE

& Laura Noblett «

Item 101 of 1
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To review and download an employee pay stub,
1. Click on HR Admin.
2. Under Employee Maintenance, click Pay Stub.

3. Choose an employee from the Employee drop down list.

4. Pay stubs for the selected employee will be listed. Click
the pay stub icon to download and view the pay stub.



Company

This section reviews how to view and add company documents.



Company Documents

# Home
3

Applicant Tracking

o
i App Tracking Dashboard

Onboarding
ani

& Laura Noblett +

Employee Actions

& Terminate Employee

Employee Maintenance
A Employee Summary

HRAdmin~  Quick Links +

Company documents

Document

Vision Plan doc example
Uploaded September 21, 2020 by Dave Carison

Company 020
Uploadled August 19, 2020 by Dave Carlson

Forbes test signature form
Uploaded May 27, 2020 by Dave Carlson

Category

Benefit Plan

Announcement

Company

& Laura Noblett

No

¥ [s]
No g
Ye s}

Document editor

Document information

Company

Ebc Demo2

Display name

Category

If you would like to use this document in an onboarding task list, you must set

the Category to onboardi

Document options

® ) Esignature required

Document upload

ng and require an E-signature

@) Publishto employees

Drop a document here
or choose afile
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To add a new company document,
1. Click on HR Admin.

2. Under Company, click Company Documents.

3. Click on a document line to view and update details (i.e.
name, category, publish options, e-signature, etc).

4. To add a new document click the ADD DOCUMENT but-
ton.

5. Enter the document Display name.
6. Select a category (e.g. onboarding)

7. Toggle the Document options to choose if E-signature
will be required and if this document will be published to
employees.

8. Choose a file to upload.

9. Once your settings are complete, click the UPLOAD
DOCUMENT button.



Applicant Tracking

This section reviews how to make a job posting and track applicants through the process.



Post a Job

EBC HR Admin u & Laura Noblett
Q
Company Applicant Tracking Company Setup Employee Actions
k A
2 Employee Maintenance
i Employee Summary
EBC 6 \v  QuickLinks v & Laura Noblett -
Job Posting
7 b S @opownoap 4 v
Tite & Description Open

w
-N-B-B-0-0-0

Administrative Assistant, Buffalo, NY

Lead Teacher Hamburg

Lead teacher Orchard Park

Lead teacher Southtowns

Lead Teacher West Seneca

test posting for Key Words usage

Located in Downtown Buffalo, EBC, Inc. is growing. In business since 2004, we are 2 provider of insu

Hamburg-Closed 10/1/18-0Pen 10/2/18-

Orchard Park

Southtowns lead teacher

Viest Seneca

‘test posting for Key Words usaga

« > Page| 1 of1| GO  Pagesize: 6 CHANGE tem 1106 of 6
Job Posting:
8 Company Job Post
Company* Title*
B Ebc Demo2 (EBC Demo2) Title
9 Status Description
Open Job Posting cTel1lulells]|x]xl|l e ' _ -
o Yes
1 0 Links To
Position
Ple:
Worker C
Please Ch 1 2
Division*
Please ChooSe (Represents BLANK
granch* Application Version®
Please Choose Please Choose BLANK -
©559c645-66f8-4542-D123-8c8d09fc47c4
1 3 Job Pasting Link
ht c.evolutionadvancedhr.com/JobApplication. aspx?jobpostingkey=c559c645-66f8-4542-b1a3-8c8d09fc47c4

14

Recruiters

After you complete the Job Posting, you may come back here and link

recruiters to this Job Posting
Linked Recruiters (Users)

CLOSE %
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To post a job,

1.
2.

© © N o o

11

12.
13.

14.

Click on HR Admin.
Under Applicant Tracking, click Job Posting.

To delete a posting, click the trash can icon. This should
only be done if the job posting will never be used again.

Toggle the Open option rom YES and NO to turn the
posting on and off.

Click on a job posting to review and edit details.

Click the DOWNLOAD button to download a job posting.
Click the NEW button to start a new job posting.

Select the company.

Toggle the Status to YES or NO to turn the posting on or
off.

. Choose options from the drop down lists in the Links To

section.

. Give your job posting a title and enter a description for

the position.
Choose an Application Version.

A unique link will be created within each separate job
posting screen. This can be copied and pasted into the
company website, careers page, and/or any job boards
where the job needs to be advertised. When an appli-
cant clicks on the link, they will be prompted to complete
all required information and questions, as well as upload
a resume or other documents. Once complete, it will im-
mediately update the dashboard.

Click SAVE CHANGES to save your job posting.



Applicant Tracking Dashboard

EBC

& Laura Noblett +

HRAdmin ~  Quick Links
Q

Company Applicant Tracking Company Setup Employee Actions
# Home % Achievement
% Home Dashboard Setup % Certficate

% Class

% Compensation Change Reason

Postin BEEO

Bowoe S il 2 Employee Mantenance
8 user List  Ethnicity 8 Employee Summary
EB 3 HR Admin v Noblett v

Quick Links v 5

Applicant Tracking Dashboard

/OB POSTINGS

A g NCED FILTER ¥

£ &DOWNLOAD

Actons Compete 02te 0 e o sob staws Seerel Gt Keyworcs 6
[« | VISR 0405 ey ns. (ypanzyenoo o) pommiratrescsitat, - Agpton sutlo
(o | OV TI vyni oni-rmanisgrlea | A sssso, - Agplston Cheeomaga i Sripabe
n 08/13/2020 0419 . 1con Test, David - (dcarlson@ebeincnet)  Lead Teacher West Seneca g“:‘;;“‘:j o Buffalo, NY Hamburg Orchard Park West Seneca
) 07/26/202001:57  Lanzo, AnaAngelica - Administrative Assistant, Application B
PM (Angelyka23@yahoo.com) Buffalo, NY Completed .
‘ n 0772220201023 1ot donald, lvia - (ommace?7 @aol.com) pomne ?zi‘:ﬁig’; Buffalo, Ny

Job Posting - Ebc Demo2

Administrative Assistant, Buffalo, NY

Located in Downtown Buffalo, EBC, Inc. is growing. In business since 2004, we are a provider of insurance, payroll, and human resources services o Western New York businesses

and we offer a customized approach to client needs. As part of our growtn, We are looking for an HR/Benefils Assistant to join our team. This fole will also be the company’s
Receptionist. This is a full-time position with days of work Monday through Friday.

The person in this role provides general office support with a variely of clerical activities and related tasks. It is a unique opportunity to work across departments and be involved in
different types of projects

For the HR and Benefits responsibilities, this role will assist with the administration of the day-to-day operation of the human resources functions and duties.

In addition, this role will assist with enroliments, billing, and compliance. Will have regular contact with the carriers and external vendors. May assistin planning Health and Wellness
refated initiatives.

This role will be responsible for answering incoming calls, greeting visitors, directing calls to appropriate associates, mail distribution, flow of correspondence, requisition of supplies as
well 2s additional clerical duties, such as photocopying, faxing, filng and collating.

Candidates must have strong customer service skills, organizational skills and attention to detail. This s largely a sedentary role; however., interaction with other departments is a
necessity and will require movement around the office. This would require the ability to lift files, use standard office equipment, open filing cabinets and bend or stand as necessary.
Candidates should have an Associate’s degree or equivalent and at least two years of administrative experience. HR and/or benefits experience is desired. Proficiency with Microsoft
Office is required, particularly PowerPoint and Excel.

Please follow through the steps below to apply

Email
nyipari@yahoo.com

Name
Agnes Hilary

Status
Application Completed

Link to Application

http:/ebcinc. asp
1d6f51352d 1b&jobapplicationkey=204e647d-3cd1-495d-814c-f98c53e336f5

Referral Source

7ab73-3aa

Profile
Name Current Address Military Service
First Name* Address Line 1+ Military Reserve
Agnes 233 EEagle St Apt201 No -
Middle Name Address Line 2 Veteran®
strane 9 o
Hilary Buffalo

CLOSE %

PREV RECORD NEXT RECORD M
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To track the status of a job posting,

1.
2.

8.
9.

Click on HR Admin.

Under Applicant Tracking, click App Tracking Dash-
board.

To delete an applicant, click the trash can icon.

To review history, notes, and documents about the appli-
cant, click on the job posting.

Results can be filtered based on any details shown in
the line items (e.g. Job Title, Location, Key Words).

Sort the results by clicking on any of the column head-
ers.

Click on the middle action icon for workflows such as:
schedule interview, application reviewed, reject applica-
tion, develop or extend offer, onboard prep, etc. work-
flows will send a customizable email notification to in-
cluded parties — e.g. applicant, hiring manager, HR Ad-
min, etc.

Review and edit applicant information as needed.

Click the SAVE CHANGES button to save edits.



Extend an

3

EBC

Applicant Tracking Dashboard

JOB POSTINGS

HRAdmin.  QuickLinks ~ & Laura Noblett

£ @DOWNLOAD fifte T /ANCED FILTER ¥

Actions Complete Date B omeEmail Job Status Beferal  Giyrstate Kepwords
v ource
11/13/2020 04:08 - P _— Administrative Assistant, Application
} o Hilary, Agnes - (nyipari@yahoo.com) Buffalo 1y ot Buffalo, NY
10/21/2020 11:10 . Administrative Assistant, Application y Orchard ParkWest
n Nanula, Keri - (kerrinanula@gmeail.com) it e Cheektonage,NY 00 e e
n 08/13/20200419  (ar1con Test, David - (dcarlson@ebeincnet)y  Lead Teacher West Seneca 2:"0:; o Buffalo, NY Hamburg Orchard Park West Seneca
n 07/26/202001:57  Lanzo, AnaAngelica - Administrative Assistant, Application By
(Angelyka23@yahoo.com) Buffalo, NY. Completed .
n 07/22/202010:23 Macdonald, Olivia - (omaceT Administrative Assistant, Application Buffalo, NY
Buffalo, NY. Gompleted
Status Name Email
Application Completed Agnes Hilary nyipari@yahoo.com

Change Status

If you need to update the status of this application, this is the place to do it. If the new status has a workflow attached, you will be prompted for additional information depending on the

workflow.

Application Completed - Application Completed

Job Posting - Ebc Demo2

Please Choose  (rpres<nis BLANK

Application Started - Application Started

Rejected / Incomplete - Application rejected due to incomplete
Application Completed - Application Completed

Application Reviewed - Application Reviewed

‘Schedule Initial Interview - Schedule Initial Interview

Initial Interview Completed - Initial Interview Completed
Schedule 2nd Interview - Schedule 2nd Interview

Develop Offer - Develap Offer

Make Offer - Make Offer
Offer Accepted - Offer Accepted

Offer Rejected - Offer Rejected

Application Rejected - Application Rejected
Prep for Onboarding - Prep for Onboarding
Prep for Onboarding - Frep for Onboarding

Onboarding Complete - Onboarding Process Completed

Application Completed - Application Completed

PREV RECORD NEXT RECORD M CLOSE X
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To extend an offer,
1. Open the Applicant Tracking Dashboard.

2. Locate the applicant and click on the settings icon in the
Actions column.

3. Under the Change Status section, click on the drop
down option.

4. Select a Make an offer.
5. Click the button SAVE CHANGES.



Onboarding

This section reviews how to onboard new employees.



(Question Bank

EBC

HR Admin ~

Quick Links

Q

& Laura Noblett «

Use the Question Bank to create custom questions to ask on an
onboarding task list (Task Lists will be reviewed next). To review or
create a question bank,

1.

Click on HR Admin.

Company Applicant Tracking Company Setup Employee Actions
# Home Ques Achievement &+ Add New Hi
1 Home Dashboard Setup  Status Setup Certificat i Self.Service Setup . . .

Kz Fmn. 2. Under Onboard lick Question Bank
2 suncemens Plopaisriason & Compersaon changefeon . under unboarding, click Question bank.
B Company Documents & Job Posting EEO | H
B Company List 3 App Tracking Dashboard % Employment Employee Maintenance
& User List Ethnicity & Employee Summary

Onboarding il

& Achievement

Company Structure 2 Question Bank 2 & Alternate Rate
% Diision DTask List Pay Group & certificate
4 Branch = OnBoard Prep Position & Clas:
3 Department [ Onboarding Dashboard Position/Org Change Reason & C138S (rpic envel)
£ Team Review a il

Click on the trash icon to delete a question.

EBC

Question Bank

HRAdmin~  QuickLinks v

4. Click on the question line to review and edit a question.

6 | @ | enowon : Ry - 5. Toggle Active options between YES and NO to active or

deactivate a question.

6. Click on the NEW button to create a new question.

Multiple Choice
Free Form Text Please provide your vehicle information: make, model, and license plate number so a parking pass ca 3

« - s Page: 1 off GO  Pagesize: 3 = CHANGE

ftem 1103 0f 3

Question Bank: 7. Select the question Type/Status from the drop down list.
C;p . % 1 8. Toggle the Active option between YES and NO to acti-

7 Type/Status

Question Type*

Please ChooSe (Represants BLANK - 1 2
mEm 8 .

Question Text

vate or deactivate the question.

Enter a number in the Sequence box that will determine
9 the order this question ill display.

10 10. Toggle the Is Required option between YES and NO to
make the question required or not.

11. Enter a Question Title.
12. Enter the Question Text.
13. Click the SAVE CHANGES button.

13

CLOSE %
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Task List

EBC

HR Admin ~  Quick Links v
Q
Company Applicant Tracking Company Setup Employee Actions
# Home 2 Question Bank £ Achievement &+ Add New Hire
£ Home Dashboard Setup © Status Setup @ Certificate 4 Self-Service Setup
£ Form Setu Class & Terminate Employee
H émouﬂ(ﬁ[ﬂmm . P Application Version # Compensation Change Reason
ompany Documents & ob Postin £E0
B Company List 3 App Tracking Dashboard % Employment Employee Maintenance
B User List Ethm:m & Employee Summary
Onboarding [edueney
& Achievement
Company Structure 2 Question Bank: & Alternate Rate
£ Division D Task List 2 & Certificate
#Branch CDonsoard Pre
£ Department D onboarding Dashbus Position/Org Change Reason ol
3 Team Review & Compensation
Shift & Direct Deposit
Reportin Benefits skl & Document
porting \&Plan, Poliey Status & Document
& Standard Reports {8 Employee Benefit Termination Reason & Education
1 Quick Report Writer 1 Carrier  Worker Comp & Emergency Contact
2 Classes & Employment Detail
- aLo
# General Agent
Audit & Life Event Reason & Labor Allocation
Q@ Auditing © Waiting Rule & License
I Email Record List # Dependents Note
Acror Lo  Beneficiaries &Py st
£ Open Enroliment Setup gss‘fy
Time Clock € Monitor Open Enrollment rta
O Setup/Configuration Communication i
Q User Credentials it
& Notifications 2 wis
Tools Quick Links
& Dataimport ' TimeClack (Admin)
Erayrol Data sync @ TimeClock (ESS)
x
C HR Admin « Quick Links & Laura Noblett «

Onboarding Task List

£ & DOWNLOAD

»
3

Tle
Benefit Eligibility Enrollment
Employee Handbook

Fillable document test task list
Hourly New Hire Packet
Onboarding Task List - Dave
Payroll docs test

Rightsignature Test

Video

Test Task List for document removed - Dave C

Page

1

of 1

Go

Description

30 days from hire date reach out to New Hire

Fillable document test task ist

onboarding for all new hires

Link to Right Signature, 8850

Test

Pagesize: 9 = CHANGE

ftem 1109 of 9
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Set up a task list to include all details needed from a new employee.
To access this feature,

1. Click on HR Admin.
2. Under Onboarding, click Task List.

3. Click on a task list to review and edit details.
4. Click on the trash can icon to delete an existing task list.

5. Click on the NEW button to create a new task list.



Task List

10

1

12

Onboarding Task List:

Company
Company*

B Ebc Demo2 (EBC Demo2)

Task List
Title*

[l
Description

Custom Doc Upload Note
List Documents

Mark and setup the sections below that you want included in this enboarding task list
Include Welcome Note Include Direct Depasits

no ves No ves
Include 19 Include Background Check Authorization
No ves No ves

Include Custom Questions Include Custom Document Upload

No ves No ves

Include End Note and E-Signature Include Company Documents

o ves No ves

Select/Change Company Documents

Documents

Custom Question Selection

After you complete the Onboarding Task List creation, you may come back here and link questions from
the question bank.

Linked Questions

Welcome and End Notes
‘Welcome Note End Note

B I U = § X x  ROBOTO. 28+ o A - s+ B 1 U = 8§ x x  ROBOTO-  28. o A -

- = = = T e I -

"
-
2
3

13

CLOSE x
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© ®© N o

Give your task list a title.
Enter a description for the task list.
List documents in the Custom Doc Upload Note box.

In the Steps section, toggle between YES and NO to
choose the sections you want to include.

. Select any company documents to include.
11.
12.
13.

Link custom questions from the question bank.
Enter Welcome and End notes.

Click the SAVE CHANGES button to finish creating the
new task list.



Onboard Prep

1 Use the Onboard Prep option to assign rate of pay, supervisor, lo-
EBC cation details. This will send a link to employee to complete every-
" thing paperless: 1-9, W4, State Tax form, Direct Deposit, Emergen-
2 cy Contact, any company documents, etc. To access the Onboard
Company Appncallracmng Company Setup Prep featu re,

 Achievement

n

- Home
% Home Dashboard Setup & Certificate

Class
# Announcements & Compensation Change Reason
EEO

Setuy Terr
tion Vel . .
I Company Documents 8 job Posting 1 CI k H R Ad
B Company List 3 App Tracking Dashboard & Employment Employee Maintenance . ICK ONn min.
o ser List o
-

th & Employee Summary
Fre

Company Structure

2. Under Onboarding, click Onboard Prep.

2
& Team & Compensation
) 3. Select the new employee’s position from the drop down
OnBoarding Prep Process IISt

Choose an Onboarding Task list from the drop down list.

STEP 1 - Type of Hire

The information below helps to guide you through the rest of the OnBoarding process

B coooomor ronenn Enter a Hire Date.
o B Click the LET’S BEGIN ONBOARDING button.

N o o &

Gnboarding Task List*

Fill out the employee information then submit the
onboarding request for the employee to complete.

Please Choose (Represerts 6L

LET'S BEGIN ONBOARDING

EBC *

STEP 2 - Fill out Employee information

Complete each section. Donit worry, we'l tell you if you forget anything important.

HRAdmin v Quick Links v & Laura Noblett v

Profile

Contact
First Name® Last Name*

Email Clock Number

=

Compensation
PayType *
H- Hourly
[T —
$
Payro! Benefits
Pay Frequency* Eligible For Benefits
Weekly - Weskly - [::]
Standard Payroll Hours Medical Coverage Offered

None - No Med age Offered

Benefit Class / El

Please Ghoose (represents 8L

Taxes
State Tax
Stater
Please Choose (reprssents BLA
Sulstater SDI State*

Please Choose (Repre et BLA - Please Chaose (Represents 8L
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Onboarding Dashboard

EBC

HR Admin ~

Company

Home
1 Home Dashboard Setup

' Announcements

B Gompany Docurments
A Company List

3 User List

Company Structure

% Division
#Branch

¥ Department
@ Team

Reporting

& Standard Reports
[P Quick Report Writer
Audit

@ Auditing

B Email Record List
AErorLog

Time Clock

O Setup/Configuration
©User Credentials

Q

Applicant Tracking

2 Question Bank
& Status Setup

£ Form Setu

¥ Application Version

= Job Posting

3 App Tracking Dashboard

Onboarding

2 Question Bank
I Task List

2 onBoard ey

[ onboarding Dashboard

Benefits

1B1Plan / Policy
181 Employee Benefit

¥ Garrier

# Classes

# General Agent

& Life Event Reason

# Waiting Rule

# Dependents

# Beneficiaries

 Open Envollment Setup
 Monitor Open Enrollment

Communication
4 Notifications

Tools

@ Data Import
£ Payroll Data Sync

Company Setup

Achievement

 Certificate

Class.

& Compensation Change Reason
EEO

& Employment
Ethnicity

% Pay Grade
Pay Group

Position

Position/Org Change Reason
Review

Termination Reason
& Worker Comp

& Laura Noblett «

Employee Actions

& Add New Hire
igh self-service Setup
&« Terminate Employee

Employee Maintenance
i Employee Summary

& Achievement

& Alternate Rate
Cartificate
Class
Class (apd evl)

& Compensation
Direct Deposit
Document
Document (co
Education

& Emergency Contact

& Employment Detail

5

19
Labor Allocation

& TaxForm
&Time OFf
awis

Quick Links

D TimeClock (Admin)
© TimeClock (ESS)

EBC

OnBoarding Dashboard

HR Admin «

ONBOARDING PREP  [EESHRIR SNV

®
g

Name/ID

il Brad - (12)

Carlsontest, Davetest - (53)

DiTondo, Jeff - (24)

Ortolani, Marina - (28)

Erb, Sara - (29)

Newemployee, David - (37)

Wight, Joan - (38)

Trumble, Janice - (39)

EmailAddress

ehill@sharklasers com

dearlson@ebeinc.net

jditondo@ebeinc.net

mortolani@tedshotdogs.com

serb@ebcinc.net

dearlson@ebcinc.net

dearlson@ebinc.net

dearlson@ebeinc.net

3

Status 2 &

Prepped - 12/20/2017 09:52 AM
[ |

Prepped - 07/30/2020 04:15 PM
[ |

OB Started - 07/26/2019 01:30 PM
OB Started - 11/20/2019 11:28 AM
OB Started - 12/03/2019 04:29 PM
OB Started - 03/10/2020 12:33 PM
OB Started - 03/26/2020 10:00 AM

OB Started - 04/21/2020 01:04 PM

& Laura Noblett

Al ADVANCED FILTER ¥

Hire Date Tax Form
12/20/2017 w2
07/30/2020 w2
07/26/2019 w2
11/26/2019 w2
12/03/2019 w2
03/10/2020 w2
03/26/2020 w2
04/21/2020 w2
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process,
1.
2.

To review and update an employee’s status through the onboarding

Click on HR Admin.
Under Onboarding, click Onboarding Dashboard.

The employees onboarding status can be viewed at a
glance by scrolling through the list of employees and re-
viewing the information in the Status column.

Click on the envelop icon to send an onboarding invita-
tion.

Click on an employee line to review or edit employee
details.



Benefits

This section reviews how to manually add employee benefits and set up open enroliment.



Waiting Rule

& Job Posting
i App Tracking Dashboard

Employee Maintenance
W Employ

mary

Onboardin
Company Structure 9
2 Question Bank y Grade
% Division sk List % Pay Group
& Branch HonBoard Prep @ Position
% Department = onboarding Dashboard  Position/Org Change Reason
B Review
& shift
Benefits & skill
Reporting & Status
@iPlan / Policy i
8 standard Reports @ Employee Benefit @ Termination Reason
(D Quick Report Writer @ Carrier & Worker Comp
& Classes
 General Agent
Audit  Life Event Reason
@ er
© Open Enrollment Setup
Time Clack £ Monitor Open Enroliment
x
C HR Admin ~ Quick Links v & Laura Noblett «
Waiting Rules
< & DOWNLOAD T
Actons cod Description Activ priorty
o - B 4
3 pr % 90 Days from Hire
« > Page: 1 off GO | Pagesize| 3 CHANGE ftem 1t 3of 3

6

7

Waiting Rule:

Company
Company*

B EbcDemo? (EBC Demo2)

Type Info
Coder

Description

Days From Hire

Must Wait To First Of Month
o ves

Type Status
Active

Priority

CLOSE %
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To review or enter a waiting rule,

1.
2.

Click on HR Admin.
Under Benefits, click Waiting Rule.

Click on the trash can icon to delete a waiting rule.

Click on a rule line to review and edit an existing waiting
rule.

Click the NEW button to create a new waiting rule.

Enter Type info.
Update the Type Status.
Click the SAVE CHANGES button.



Classes

B Corpary Docamers 5112?5&‘390&%@«1 S Empioyment Employee Maintenance To review or add a CIaSS,
i User st & Ethnicty 4 Employee Summary
ncy

Company Structure Onboarding
2 Question Bank

goue S 1. Click on HR Admin.

£ Department 2 Onboarding Dashboard osition/0rg Change Reason

Pl N P 2 2. Under Benefits, click Classes.

Ko

e

EBC ... .. 3. Click the trash can icon to delete a class.
St CEeses 4. Click on a class line to review and edit the class.

5 fs2 & DOWNLOAD ter A .
5. Click the NEW button to create a new class.
3 n Class 1 Employees 0-5 years
n Class 2 Employees Plus 5 years
n Class 3 Executive
" « - > » Page: 1 of1 GO Pagesize 3 CHANGE ftem 110 30f 3

6 7 .
Benefit Class: 6. Enter Type info.

| e e 7. Update the Type Status.
B EbcDemo2 (EBC Demo2) - e no Yes

8. Click the SAVE CHANGES button.

CLOSE x
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Set Up Plans and Policies

To post a set up a plan or policy,
’ 1. Click on HR Admin.

EBC

HRAdmin ~  Quick Links - & Laura Noblett -
2. Under Bené€fits, click Plan/Policy.
Q
Company Applicant Tracking Company Setup Employee Actions
# Home k & Add New H
 Home Dashboard s i self Service Setup
& Terminate Employee

£ P

# Announcements . i Version
ocuments osting

Tracking Dashboard

tion Change Reason

Employee Maintenance

@ Employee s

Onboardin
Company Structure 9
20 Bank
© Division D Task List
Branch = OnBoard Prep
Departmert Q ding Dashboard Change Reason

Benefits

R gt
eporting on
[

8 standard Reports
@ Quick Report v

al Agent
vent Reason
ng Rule

ents

Audit

ing
ail Record List

B
Arortog

Envoliment Setup
tor Open Enrollment

Communication Tax Form
& Time Off

was

& Notifications

- 3. Click on a plan/policy to review or edit details.

HR Admin v Quick Links v & Laura Noblett +

EBC

Benefit Plans / Policies

- PR . 5. Click the NEW button to add a new plan/policy.

4. Click on the trash can icon to delete a plan/policy.

Actons PlanCode 4 Plan Name StartDate End Date Website URL
4 n 01 Demo - Medical HSA Qualified Plan emj. 12/01/2019 11/30/2020
n o Demo- HSA Employer Health Savings 12/01/2019 11/30/2020
n 02 BC/BS Medical - Class 1 01/01/2020
n 02 BC/BS Medical - Class 2 01/01/2020 12/31/2020
n 02 BC/BS Medical - Class 3 01/01/2020 12/31/2020
n BCBS - ABC HSA Employee Plan BCBS - ABC HSA Employee Plan 01/01/2021 12/31/2021
n BCBS - HSA - ABC Plan HSA - ABC Plan 01/01/2021 12/31/2021
n Life Life 02/01/2020 o/31/2021
n STD Plan STD Plan 12/01/2019 11/30/2020
n Vision Ameritas Vision - Gold 10/01/2020 09/30/2021
" « n > Page: 1 of1 GO | Pagesize: 10 = CHANGE ltem 11010 of 10
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Set Up Plans and Policies

Be i Flan { Balies 6. Choose a company from the drop down list.
Company Plan / Policy Info 8 7 Make Se|eCtI0nS |n the PIan/POIle SeCtlon
Company* Active
- e L, = 8. Enter Plan Code and Plan Name in the Plan/Policy Info
section.
Plan Code*
9. Enroliment Restrictions to apply the correct classes from
above.

7 Plan / Policy Details . X
— . 10. Assign the Employer and/or Employee Deduction Codes
and Frequency - needed for payroll

Please Choose (Represents &LA - Please Choose (Representz BLA -
; 11. Rate Structure — controls ER and EE monthly costs for

- benefit coverages
) 12. Benefit Naming convention should include the year Plan
R Code field for easy sorting during maintenance and set-
up changes
13. Click the SAVE CHANGES button to save the new plan/
policy.

Eligibility & Enrollment
Waiting Rule Enroliment Restrictions

Please Choose (represents 614 - B Please Choose (Represents BL
Payroll Deduction Integration
Employer Deduction Code Employee Deduction Code Payroll Deduction Frequency

Please Choose (repress: LA - Please Choose (Represents BLA - Please Choose (Represents BLAI
Documents
Browse or Drag/Drop documents Temporarily Uploaded Documents
Rates
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Employee Benefits

To manually enroll an employee in benefits,
D 1. Click on HR Admin.

S Job Posting
& App Tracking Dashboard

Onboarding
2

2. Under Bené€fits, click Employee Benefits.

Benefits

@Pian/ Pol

Time Clock

EB
C o 3. The list will be sorted alphabetically by plan. Click on an

e employee to view and edit employee benefit details.

4 N EZE : .
3 4. Click the NEW button to manually enroll and employee

X in a benefit plan.

Benes, Elaine 2 Ameritas Vision - Gold Employee Only 11/01/2020 2000
n Bigalow, Sandy 4 Employee Only 11/01/2020 2000
Masterson, Jan 54 employee Only 10/12/2020 09/30/2021 2000

5. Choose a company and employee from the drop down

Employee Benefit: ; ) .
options in the Employee section.

5 Employee Benefit Info 7

Company* Benefit Plan*

B Smbent by ML ; 6. Select a Qualifying Event and Start Date, enter a Mem-

Employee* Coverage Type*

T © e ot - ber Number, and select a Payroll deduction Frequency
6 _ oo rees S in the Details Section.

Qualifying Event o rctmsr ssmerre Monthly Premite,

Please Choose (Represenis ELANK - $ | P

7. Select Benefit Plan and Coverage Type in the Benefits

D & s &

Info section.

End Date =] % | Employer Percent
Member Number Employee Amount

T e ——— 8. Enter Rates.
Payroll Deduction Frequency Employee Percent .

| % erwoeracen 9. Click the SAVE CHANGES button.

J

Documents
Browse or Dra Jocuments Temporarily Uploaded Documents

CLOSE X
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Open Enrollment Setup

To set up a new open enroliment,

Employee Mainenance 1 lick on HR Admi

i A . Click on dmin.

Company Srucure Onboarding Nrsarae

2. Under Benefits, click Open Enrollment Setup.

Benefits

Reporting @ Plan/ Policy

8 stendardrepors S et

o Feport v e

& =

Audit B et eteon

@ Auditing 3 Rule

HErra\\ Record List & ts

Asreres b4 lment setup 2

Time Clock b

o Deme 0 D) . . .
EBC 3. Click the NEW button.
HR Admin Quick Links « & Laura Noblett «
Open Enrollments
3 | & & DOWNLOAD e T
hciors e o Enabe
Annual Enroliment - January 1 2021 01/01/2021 12/31/2021
Vision Enroliment - 11/01/20 - 10/31/21 Plan Year 09/15/2020 09/30/2020
“ “ CE Page: 1 of1| GO Pagesize: 3 = CHANGE ltem 1103 of 3
Open Enrollment: )
4. Select a company from the drop down list.
Company Open Enroliment Info 5

Company* Name

T N ET— ] e 5. Enter Name and Dates into the Open Enroliment Info
M section.

End Date

= 6. Enter a description into the Introduction box.
6 ntroduction

This introduction will be displayed to employees when they begin open enrollment 7

Toggle between NO and YES to include or exclude the
listed options in the Benefits Plans section.

7 et 8. Click the SAVE CHANGES button to save the new open

Select plans to include in this Open Enrollment

enrollment.

N s Ameritas Vision - Gold Vision Insurance 0/1/2020
N s BC/BS Medical - Class Medical Insurance 1112020
N ves BG/BS Medical - Class 2 Medical Insurance /172020
N ves BC/BS Medical - Class 3 Medical Insurance /2020
No ves BCBS - ABC HSA Employee Plan Medical Insurance 1172021
N s 8 2mo - HSA Employer Health Savings Health Savings Account 12172019
N s Demo - Medical HSA Qualified Plan employee Medical Insurance 2/1/2019
CLOSE X
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Monitor Open Enrollments

To monitor open enrollment selections,

v 1. Click on HR Admin.

WCompany

et S Job Posting
& App Tracking Dashboard

Company Structure
& Division

& Branch

& Department

& Team

roup

rep ion
ding Dashboard jon/Org Change Reason

2. Under Benefits, click Monitor Open Enroliment.

Benefits
@Plan/ P

Reporting © Status
@ Termination Reason
& Worker Comp

Audit
%éudt‘\r;g - Waiting Rul
mail Record Lis k4

AEn

B 80 80 80 80 00 B0 80 B0 80 80 B0 B0 B0 B0 B0 B 8o B0 B0

Time Clock

Ebe Demo2 (EBC Demo2) x

EBC ... ... 3. Choose which open enroliment to review.

Monitor Open Enrollments

Please Choose an Open Enrollment to Load Grid v
T
Name & Employee D PlanType Plan Coverage Type Status
NO Records
" « - N » Page: 1 of1| GO  Pagesize: 15 CHANGE ltem 0 to 0 of 0

. 4. Scroll through the list to review plan type and completion

EBC status.

HR Admin v Quick Links + & Laura Noblett v

Monitor Open Enrollments

Which Open Enroliment?

New Hires - July v
g

Name & Employee 1D FlanType Flan Coverage Type Status

Bigalow, Sandy 4 Medical Not Started
Billings, Bily Medical Not Started
Eort, Jeff 13 Medical Not Started
Hetfield, Jim 52 Medical Not Started

“ « - N »” Page: 1 of1| GO | Pagesize: 4 = CHANGE ftem 1to 40f4
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Reporting

This section reviews how to create and run reports using the Quick Report Writer function.



Quick Report Writer

Q

Applicant Tracking Company Setup

0002 © ®BsCe

enefits

LOBOOBOOVED D

Time Clock

& Laura Noblett

Employee Actions

ntenance

EBC

Quick Report Writer (QRW)

HRAdmin v QuickLinks v

Setup 3

Choose a report concept, select fields, and assign any other options and then click to generate the report.

8 Choose Report (Existing OR New Concept)
Existing Saved Report Report Concept*

4 Unselected Fields 4 Selected Fields
Q a

Field Name. Field Name

5 Settings

Company

B EbcDemo2 (EBC Demo2) M Use only 1 of Simple OR Advanced

simple Filter
Include Active Employ

no ves &
Order Report By Advanced Filter
Please Choose (Represents 5L - Field 1
Please Choose (Represents 5LA
Order Dir
Ascending (Low To High) - Field2

Please Coose (Fepresents BLA

Field 3

Please Choose

Field 4

Please CNOOSe (Represents BLA

6 Save Report Configuration

Name:

B oeiee ReranT conFisuRATION

Generated Report

Please Choose (Reprezants BLA - Please Choose Reprezents BLA

& Laura Noblett

9
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To run a report using the Quick Report Writer,

1. Click on HR Admin.
2. Under Reporting, click Quick Report Writer.

3. Choose a Report Concept.

4. Once you have selected a concept, applicable field op-
tions will appear. Select fields that you want included on
the report (i.e. Employee ID, Position, Company Name,
etc.).

5. Sort and Filter options based on included report fields.

6. Enter a report name and description to save for later
use.

7. Click the SAVE/UPDATE REPORT CONFIGURATION
to generate the report.

8. Once a report has been created and saved, you may
use it at a later time. To do this, select the saved report
from the Existing Saved Report drop down option in the
Choose Report section.

9. Click OUTPUT TO SCREEN for easy view or OUTPUT
TO CSV to open in excel.



