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Friday, April 8th, 2022

New isolved release: version 8.06

Highlights

The hiring process has been redesigned in isolved version 8.06 to automate the steps for new employees. A
configurable new hire wizard allows you to create workflows that delegate tasks to supervisors, managers, or
administrative teams. You can now include tasks like I-9 completion, leave accrual assignment, and scheduling
performance reviews in your new hire wizard for onboarded employees.

As part of the continued effort to improve the isolved experience, the Employee and Client menus have been
revamped to make it easier to find the screens you need. These changes will be available when you log in on
Friday, April 8", 2022.

Employee Administration
e The full hiring process can be automated with enhanced workflows that allow tasks to be delegated to
administrators, managers, and supervisors to ensure all steps are completed for new employees

¢ New options for employers when completing Form [-9, Employment Eligibility Verification

Navigation
e Employee and Client Management menus have been updated to make it easier to find the screens you
need

Payroll and Tax
e To eliminate issues with states that do not accept future hire dates, New Hire Reporting has been
updated to only include employees when their hire date occurs

e The Payroll Register will display tax exemptions for employees who completed their W-4 before 2020

e The Time Entry Grid properly displays unit pay

HR
e Automatically send email notifications when corrective actions are taken

e Enhanced occurrence tracking is coming soon
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Employee Administration

Combine onboarding and hiring for a streamlined new employee process
The configurable New Hire Wizard allows you to delegate tasks to ensure critical hiring tasks

are completed

Employee onboarding has been combined with a powerful new hire wizard that allows you to customize the steps
that internal users need to complete to successfully bring a new employee into your organization. If you use
onboarding, you'll see these changes with the 8.06 release:

Pending Employees

e The new Pending Employees screen consolidates onboarding and hiring processes into one
streamlined experience with controlled access, so administrators see just the pending employees who
meet their security rules

¢ New hires and rehires are no longer separated on different tabs, soit’s easier to see the status of all
employees in the onboarding and hiring process. Instead, all employees are listed together with a
returning employee icont% to indicate a rehire

e The new Pending Employees screen has two views:

» The focused view shows a quick summary of the current and next steps in the hiring process
for each employee

Pending Employees

Actions Employee

5 Heather Garcia
essuser! 21@gmail.com

N JOHN T ABLE
Anne P Stevens ©F
csummey91308@gmail.com

> Sanara Langdon
kshoemaker@infinisource net

Legal Onboarding Template

University Training Management Comp Onboarding 2022
Philadelphia, PA

Mount Laurel, NJ
University Training Management Comp New Hires 2022v 2
Philadelphia, PA

University Training Management Comp New Hires 2022
Philadelphia, PA

Current Step

Client Onboarding Wizard
Assigned To: Client User - Onboarding

Employee Onboarding Wizard
Assigned Te: Multiple

Employee Onboarding Wizard
Assigned To: Multiple

= Initiate Onboarding v Expand All Groups A Collapse All Groups ") Clear Grouping/Filters

Status |

Assigned to Me
Available to Hire

Waiting on Employee

Waiting on Employee
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» The detailed view lets you drilldown for more information. The detailed view is similar to the
layout of the Pending Employee Dashboard that existed prior to the 8.06 release.

Pending Employees isoived University
(=)
= [@
Actions Employee Na... Rehire Email Address Hire Date Legal Name Onboarding T.. Initiated By Initiation Date Current Step
Name Assigned User

Q Q Q Q o Q Q Q Q Q Q

Anne P Stevens  Yes csummey91308.. 3/24/2022 University Traini.. Mew Hires 2022 v 2 csummey 3/24/2022 Employee Onbo..  Multiple

Heather Garcia essuser121@ag University Traini.. Onboarding 2022  karenfraining 3/25/2022 Client Onbeardin... Client User - Onbo:

JOHN T ABLE 5/26/2022 kshoemaker 3/25/2022

Sanara Langdon kshoemaker@in 18/2022 University Traini..  Mew Hires 2022 karentraining 3/18/2022 Employee Onbo. Multiple

Onboarding Administration
e Initiate new employees from the Initiate Onboarding button on the Pending Employees screen to
streamline workflow, instead of navigating to a separate screen. The updated screen captures the
same information to initiate onboarding, but the fields are rearranged to be easier to enter from left to
right, without having to scroll.

’solved isolved QA

& Karen Shoemaker~ ¥

EMPLOYEE MANAGEMENT

€t UMC123 - University Training Management Company

Pending Employee

MSave ' Go Back to List

Company Information

New Hire Information

Organization Information

Manager / Supervisor Assignment

Onboarding Template

s eose0

e Forrehired employees, the Rehire with Reboarding option is still available from the employee’s
General screen when you click the Rehire button

e Although the administrative features for onboarding have been enhanced, the Onboarding Wizard in
ESS has not changed with this release

Hiring

For employees who have completed onboarding or who were initiated through isolved Attract & Hire, you can now
design a hiring workflow that delegates critical tasks to administrators, managers, and supervisors. You can
include these steps in your new, customizable hiring workflow:

insperity.com
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e Employee Information — basic demographic information like employee name, address, SSN, and
contactinformation. This section is required.

Employee Information

Employment Information

Salary

1-9 Certification

Tax Information

Direct Deposit

Pay Items

Leave Accruals

Documents

Employee Assignment
@ Process Evaluation

Workflow Transition

Data Audit

o Employee Information

Nathan Ryan - Employee Information
Michaels isolved Co
Employee Name
*First Name: | Nathan
Preferred Name:
Middle Name:
*Last Name:| Ryan
Prefix:
Suffix:

Employee Address
*Address:| 359 E10600 S

*Zip Code:| 840704865
*City: | Sandy
*State: Utah -

#Residence Location:

»Next ' GoBacktolList

Personal Information

*ID Type: - o
sssn:[ e o[ w ][ e ®

Marital Status: -
girth Date:| mm | /[ oo | /[ vvyy ®

Gender. -

Military Status: -

Contact Information
Home Phene:
Mobile Phone:
Work Phone:
Fax Number:

Personal Email

e Employment Information —employment details like hire date, employment category, work location,
organization fields, self-service email, and timeclock identification details. This section is required.

& Employee Information
Employment Information
Salary
1-9 Certification
Tax Information
Direct Deposit
Pay ltems
Leave Accruals
Documents
Employee Assignment

@ Process Evaluation

Workflow Transition

Data Audit

o Employee Information

Nathan Ryan - Employment Information
Michaels isolved Co
Employment Information
*work Location:  §alt Lake City, UT M
* Status: -

#Hire Date: | 3/20/2022

R

Adjusted Service Date:

*Employment Category -
*Employee ID:
TimeClock ID:

(] Include in New Hire Report

Organization Fields
Division: v

*Department -

«Previous = Next 'O Go Back to List

Self-Service Information
Self-Service Email:| Michaeltesthem1@gmail.com o

() Enable Self-Service Access

Clock Configuration
(0 Enable Biometrics
Finger Template:
Clock Password: @
Clock Security: Employee M
[0 Allow Door Access
(0 pisplay Clock Message
Lunch Restriction: -

Break Restriction -

e Job and Labor — position information like job, worker's compensation, and managerial assignments.

This section is required.

insperity.com

@ =mployee nformation

Job and Labor

Nathan Ryan (3/21/2022) - Job and Labor

Michsels isolved Co

Managar/Suparvisor Grganizations
*Legal Organization el

2dd e

Workers Comp Exermpt

‘Organization valve Managr  Suenisor  View Poers Actions

L Done Cancel




& Insperi

HR that Makes a Difference™

v

e Salary —employee pay details including pay type, pay frequency, hourly rate and annual salary for

base pay, and additional rates. This section is required.

& Previous - Next ') Go Backto List

Nathan Ryan (3/21/2022) - Salary

salary
19 Certification
Tax Information
Direct Deposit
Pay Items
Leave Accruals

Documents

workflow Transition

Data Audit

o Employee Information

& Employment information

Michael's isolved Co

+ Employee Information

Salary
* Pay Group:
*Pay Type
* Frequency:
Normal Hours:
Annual Salary
Hourly Rate:

Per Pay Salary.
Notes:

Employee Assignment

@ Process Evaluation

Bi-Weekly

Bi-weekly
80.00
55000.00
26.4423
2115.38

Alternate Pay Rate
. Noalternate pay rates exist for this employee.

@ Add New

e |9 Certification " — ensure timely completion of the employer I-9 sections by including it in the New
Hire Wizard. Managers or supervisors in the field can also be tasked with reviewing documentation and
completing this section.

€Previous Next 'O GoBacktoList

a Employee Information
& Employee Information
& Employment Information
& Salary
1-9 Certification
Tax Information
Direct Deposit
Pay ltems
Leave Accruals
Documents

Employee Assignment

@ Process Evaluation
Workflow Transition

Data Audit

Nathan Ryan (3/21/2022) - I-9 Certification
Michael's isolved Co

Read instructions carefully before completing this form. Employers are liable for errors in the completion of this form.

ANTI-DISCRIMINATION NOTICE: ft is illegal to discriminate against work-authorized individuals. Employers CANNOT specify which document(s) an employee may
present to establish employment authorization and identity. The refusal to hire o continue to empioy an individual because the documentation presented nas a future

expiration date may alse constitute illegal discrimination.

Section 2. Employer or

Review and

(Employers or their
examine one docume

istA ORa combination of one.

Employee Info from Section 1 Last Name (Family Name) First Name (Given Name) Ml Citizenship / Immigration Status
Nathan 1- Citizen of the United States
ListA OR ListB AND ListC
Identity and Employment Authorization Identity Employment Authorization
*Document Title * Document Title *Document Title
U.S. Passport ~ ~ v
#Issuing Authority #1ssuing Authority #Issuing Autharity
U.S. Department of State
Document Number Document Number Document Number

987456321

Expiration Date (if any) (mm/d
/[ oD

Yy MM

Expiration Date (if any) (mm/dd,

thorized representative must compiete and sign Section 2 witin 3 bus

T

55 days of the employee's first day of employment. Vou
ist C as listed on the “Lists of Acceptable Docu

t physically

Expiration Date (if any) (mmy/dd/yyyy)
MM |7[ DD |/[ yvvy

insperity.com
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e Tax Information — Review federal, state, and local employee tax elections. If employees completed
their tax forms during onboarding, this section will be read-only in the New Hire Wizard.

o Employee Information
& Employee Information

& Employment Infarmation

w" Salary
19 Certification
" Tax Information
Direct Deposit
Pay ltemz
Leave Accruzls
Documents
Employee Assignment
@ Process Evaluation
Workflow Transition

Dats Audit

Nathan Ryan (3/21/2022) - Tax Information

Michzel's isalved Co
Federal Income Tax

Filing Status:

Dependents Amount:
Other Income Amount:
Deductions Amount:

Additional §:

UT State Income Tax
Tax Description:
Filing Status:

Alternate Calculation

Exemptions:
Addl Exempticna:
Exemption Amount 5:

Additional §:

Tax Location
* Residence Location:
Block Tax

Mutltiple Jobs or Spouse Works Resident P50 Code:

0.00
School District:
0.00
0.00
0.00 Dollars w Filing Type Override:
Tax Exemption
UTAHWH Status Type:
Tax Documents
Block Tax Federal W-2 pdf

Dollars v

UT City Income Tax (Residence)

Tax Description:

Me city income tax for current
residence.

(Other local/county taxes may
apply)

UT City Income Tax (Work)

Tax Description:

Mo city income tax for current
work location

(Other local fcounty taxes may
apply)

© UT - Salt Lake City, UT

€Previous )Mext ) Go Back toList

359 E 10600 5
Sandy UT, 84070
UTO350280

e Direct Deposit — Review employee bank account information for direct deposit

o Employee Information

5 Michaels isalved Ca
& Employes Information

 Employment Infarmation Direct Deposit

Account Number

v Sequence

19 Cenification Remaining Net Pay
2 TaxInformation @ AddNew

Direct Deposit

Pay ems

Nathan Ryan (2/21/2022) - Direct Deposit

Routing Number

54 324377516

Account Type Frequency Amount Percent

Checking Every Pay Remaining Net Pay

€Previous 3Next %) Go BacktoList

Status Description Actions
Active
Edit
Delete

insperity.com
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e Pay ltems

NEW

— enter recurring earnings, deductions, or employer-paid memos

€Previous < Next ' GoBacktoList

o Employee Information
& Employee Information
& Employment Information
& Salary
19 Certification
%" Tax Information
+” Direct Deposit
Pay ltems
Leave Accruals
Documents

Employee Assignment

@ Process Evaluation
Workflow Transition

Data Audit

Nathan Ryan (3/21/2022) - Pay ltems

Michael's isolved Co

Deductions
No active deduction records exist for this employee.

® Add New

Earnings
No active earning records exist for this employee.

® Add New

Memo Calcs
No active memo calc records exist for this employee.

(® Add New

e Leave Accruals " —assign employees to the correct PTO plans, update their starting balances, or

enter a note for their eligible leave plans

€Previous -»Next 'DGoBacktoList

o Employee Informaticn

Michael's isolved Co

& Employee Information

& Employment Infarmation Leave Accruals

& Salary

19 Certification
& Tax Information
& Direct Deposit
& Payltems

Leave Accruals

Accrual Type

PTO

Sick

Nathan Ryan (3/21/2022) - Leave Accruals

Plan Name Update Balance Notes

PTO - FT - 0

I ~lal0
i

e Emergency Contacts "¥¥ —ensure you've collected all necessary emergency contact information

insperity.com

€ Previous -»Next "D GoBack to List

o Employee Information
+ Job and Labor
19 Certification
%" Emergency Contacts
Performance Reviews

Prior Employment

Nathan Ryan (3/21/2022) - Emergency Contacis
Michaels isolved Co

Emergency Contacts

Name Call Order Home Mobile Waork Actions
Mikala Ryan 801-555-6565
) Add New
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e Performance Reviews " — schedule future performance reviews

€Previous - Next "0 GoBackto List

o Employee Information

& Job and Labor

Nathan Ryan (3/21/2022) - Performance Reviews
Michaels isolved Co
1-g Certification Review

No reviews exist far this employes
%" Emergency Contacts

Performance Reviews

e Assets "® —Track the hardware and other company assets issued to employees, like laptops,
badges, cell phones, and equipment
0 Employee Information Nathan Ryan (3/21/2022) - Assets
Michael's isolved Co
@ BrocessEvaluation fST::S Make Model Serial Number Equipment Number Date Assigned Description Actions
: Add New
e Prior Employment "¥" —track where employees worked before joining your company
o Employee Information Nathan Ryan (3/21/2022) - Prior Employment
Michaels isolved Co
%" Job and Labor
- Prior Employment
@ Emergency Contacts Employer Job Title Actions
»" Performance Reviews XYZ Company Sales
Prior Employment T Add MNew Edit
Training and Development Del=re
[ ]

Training and Development "= —track required job credentials in certifications, completed training
courses, education, and skills

%Previous 3 Neat D GoBacktoList

Nathan Ryan (3/21/2022) - Training and Development
Michaels isoived Co

1D Number Effective Date

702018

insperity.com
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e Miscellaneous Fields " — define miscellaneous fields to track company-specific information like
uniform sizing and capture those details in the New Hire Wizard

€ Previous -»Next "9 GoBackto List

@ =mployee Information Nathan Ryan (3/21/2022) - Miscellaneous Fields
Michael's isolved Co

+" Job and Labor .
No miscellaneous field records exist for this employee.
I-9 Centification
%" Emengency Contacts
" Performance Reviews
& Prior Employment

%" Training and Development

Miscellaneous Fields

e Documents "EV —review the supporting documents that employees provided in onboarding or upload
paper forms they completed in your office

4Previous ->Next ' GoBackto List

“ Employee Information Nathan Ryan (3/21/2022) - Documents
Michael's isolved Co
& Employee Information
& Employment Information Document
& salary *Document Name: *Document Type Document Description Actions
19 Certification & Employes Direct Deposit A Y Done cancel
Brian Test
CHEAIELELL Covid Documentation
& Direct Deposit EE Uploads
& Payltems Employee Application

I — Employee Direct Deposit

Employee Document
Documents 19 Documentation

Employee Assignment Onbearding Document
@ Process Evaluation

Workflow Transition

Recruiting / New Hire
WOTC Documentation

Data Audit

e Employee Assignment "®" —assign wage notices for employees in states that mandate pay rate
notifications for new hires or send preconfigured messages

4 Previous -»Next "D GoBack toList

o Employee Information Nathan Ryan (3/21/2022) - Employee Assignment
& Employee Information Michaels isoled Co
& Employment Information Messages
@ salary *Message Title * Effective Date Expiration Date Display Order Actions
19 Certification " = = Done  Cance
& TaxInformation @ Add New
& Direct Deposit Notices
& Payltems # Notice Title * Effective Date Expiration Date * Data Effective Date Display Order Actions
& Leave Accruals - ] ] ] Done  Cancel
& Documents @ Add New
Employee Assignment

insperity.com
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Once you've defined the information that needs to be collected for new employees, designate users to complete
each section in the New Hire Workflow tab of the onboarding template.

Onboarding Templates

€Previous -»Next (@ Cancel

4+ & Initiates Onboarding he
* Assigned User Type # Action Taken *Next Step
Client User - HR User  w Initiates Onboarding Employee Onboarding Wizard v | BE(0)
+ & Employee Onboarding Wizard ¥
* Assigned User Type * Action Taken *Next Step
v Completes Employee Wizal | | HR Onboarding Wizard v | B2 (0)
v Agreement Declined Employee v~ B(0)
4+ # HR Onboarding Wizard hd
Allow
* Assigned User Type Edits *Action Taken * Next Step
[ ClisntUser-HR User  » Completes clisnt wizard Complete - Pending Employee Hired ~ B (0) @
Client User- HR User  w Deletes from dashboard Complete - Pending Employes Delete ~» B (0) @
[ 4 & IT Onboarding Wizard e
Allow
* Assigned User Type Edits * Action Taken * Next Step
Client User - IT Admin Complete Client Wizard Manager Onboarding Wizard ~| E(0)
W <4 & Manager Onboarding Wizard hd
Allow
* Assigned User Type Edits *Action Taken * Next Step
[ Assigned Supervisor v Complete Client Wizard Complete - Pending Employee Hired ~ £ (0) @
o] Organization Manager w Complete Client Wizard Complete - Pending Employee Hired ~» & (0) @

Add New Step Hide all workflow step details

e You can allow administrative users, managers, or supervisors to complete steps on the employee’s
behalf by defining an employee bypass option in the workflow

With the version 8.06 release, the Employee Information, Employment Information, Job and Labor
sections will automatically be included in your New Hire Wizard for onboarded employees. If you would
like to include additional sections and customize your workflow, contact your Payroll Specialist.

For organizations who do not leverage onboarding, the existing New Hire Wizard will no longer be accessible
after the version 8.10 release on June 3, 2022. The Employee Quick Hire wizard will continue to be available.

e To ensure compliant processes, the information that employees must complete themselves has been
removed from the hiring wizards. Federal reporting rules require employees to self-identify their
gender, ethnicity, disability, and veteran status. USCIS rules require employees to complete Section 1,

insperity.com
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Employee Information and Attestation, of Form [-9, Employment Eligibility Verification. isolved
makes collecting this information easy by including the Federal Reporting Data and Employee I-9
screens in onboarding or and Employee Self-Service (ESS).

insperity.com
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I-9 Updates

Enhancements have been madetothe -9 Screens
As part of the focus on the hiring process in version 8.06, the screens used to complete Form [-9, Employment
Eligibility Verification, have been updated to mirror the form for easier entry. You'll notice these enhancements:

e Employees can preview the form once they complete Section 1, Employee Information and Attestation, in
onboarding, core ESS, or the adaptive employee experience (AEX)

e Employers can preview the form when they complete Section 2, Employer Review and Attestation for
new employees or Section 3, Reverification and Rehires, for returning employees

e The employer portions of the I-9 can be included in the enhanced New Hire Wizard

e If atranslator helped the employee complete the form, they can now complete the Preparer and/or
Translator Certification portion of Section 1

e More than one list A document can be used

e Notes can be added to the additional information box in Section 2

e The address for a specific work location can be used in place of the primary employer address

Ellie Perez (3/18/2022) - 1-9 Certification
TAD Frog Co

Read instructions carefully before completing this form. Employers are liable for errors in the completion of this form.

ANTI-DISCRIMINATION NOTICE: 1t is lllegal to against k Employers CANNOT specify which document(s) an employee may
present to establish employment authorization and identity. The refusal to hire or continue to employ an individual because the documentation presented has a future
date may also ilegal
Section 2. L,‘ yer or Authorized Rep ive Review and
'S
or their must complete and sign Section 2 within 3 business days of the employee's first day of employment. You must physically
examine one document from List A OR a combination of one document from List B and one document from List C as listed on the "Lists of Acceptable Documents.”)
Employee Info from Section 1 Last Name (Family Name) First Name (Given Name) M. Citizenship / Immigration Status
Perez Ellie M 1 - Citizen of the United States
ListA OR ListB AND List
Identity and Employment Authorization Identity Employment Authorization
“ Document Title * Document Title * Document Title
v v v
* Issuing Authority * Issuing Authority * Issuing Authority
Document Number Document Number Document Number
Expiration Date (if any) (mm/dd/yyyy) Expiration Date (if any) (mm/dd/yyyy) Expiration Date (if any) (mm/dd/yyyy)
MM/ l / MM |/ / wM /] o / YYYY
* Document Title
~ Additional Information

* Issuing Authority

Document Number

Expiration Date (if any) (mm/dd/yyyy)
MM |/| DD |/ YY

* Document Title

“ Issuing Authority

insperity.com
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Certification: | attest, under penalty of perjury that (1) | have ined the i by the above-named employee, (2) the above-listed document(s)
appear to be genuine and to relate to the employee named, and (3) to the best of my the employee i fzed to work in the United States.
Th P first day of employ (mmidd/yyyy): 03/18/2022 (See instructions for exemplions)
Qi f Employer or * Today's Date (mm/dd/yyyy) * Titie of Employer or Authorized Representative
03/21/2022
*Last Name of Employer or Authorized Representative  * First Name of Employer or * Employer's O Name
TAD Frog Co

* Employer's Business or Organization Address (Street Number and Name) “ City o Town “ State *2IP Code

155 N Hawthome Road ~ | | Winston Salem NC ~| 2704

Verify and Sign Form

Section 3. Reverification and Rehires (To be completed and signed by employer or authorized representative.)
A, New Name (if applicabie) B. Date of Rehire (if appiicable)

Last Name (Family Name) First Name (Given Name) M. Date
MM | /| DD | /| vy

C. If the employee's previous grant of employment authorization has expired, provide the input of the document or receipt that establishes continuing employment

authorization in the space provided below.

Document Title Issuing Authority Expiration Date (if any) (mm/dd/yyyy)
M |/ BD |/ vy

e

to work in the United States, and if the employee presented

I attest, under penalty of perjury, that to the best of my ployee is i
the 1 have ined appear 1o be genuine and to retate 1o the indivioual.

* Today's Date (mm/dd/yyyy) * Name of Employer or Authorized Representative

f Employer or

Reboarding I-9 Updates

Because the I-9 verification is a critical part of employee hire process, has also been revamped. When rehiring an
employee using reboarding, you will now have the option to ask the employee to complete a new Form I-9,0r ask
the employer to reverify the information the employee has on the previous I-9 submitted.

Rehire

*) Rehire
(@ Rehire using Reboarding

*Rehire Date:  3/3/2021

< [

*Onboarding Template: Onboarding
(@ Complete new form I-9

) Complete form I-9 reverification

*Self-Service Email:  weaver12@gmail.com

If email a
the em
the EEw
link

*Work Location: BELLEROSE, NY e

Department: = 50 - Human Resources .

Review the updated Reboarding article on the University here.

Adaptive Employee Experience I-9 Updates

If you are using the new Adaptive Employee Experience for employee self-service, the -9 process was updated
to allow a preparer/translator to complete Section 1 for the employee, and to allow the employee to preview the
completed form prior to submitting it. Information entered on the form is now maintained separately from Personal
Information to comply with guidance issued by the Department of Homeland Security.

insperity.com
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Additionally, client administrators have the option to bypass the onboarding wizard for a specific employee. If an

administrator has chosen to bypass onboarding, the employee will not be able to access onboarding. Instead, the
employee will see the message:

Onboarding has been locked by an HR administrator. Please contact HR for further assistance. We look
forward to seeing you soon.

Administrators, managers, and supervisors will have access to complete the employee portion of the I-9 on the

new hire’s behalf.
isolved @

Welcome to mpany >

Onboarding has been
locked by an HR
administrator.

BT

insperity.com
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Navigation

Menu Changes

New Client Management and Employee Management menus

Menu items within the Client Management and Employee Management sections have been updated to allow for a

better client experience. If you had access to these menu items previously through your client user role, you will
continue to have access to the renamed and moved menu items. The table below shows current vs after this

8.06 release.

Employee Management Menu Changes

e Payroll Accumulations have moved under the Employee Pay menu

Accruals have been moved under Employee Benefits > Accruals

e A new submenu for Performance has been added for

Awards
Occurrences
Corrective Actions
Add Review
Schedule Review
Review History

O O 0O O O O

¢ A new submenu for Regulatory has been created and will have the following underneath it

o Federal Reporting Data
o OSHA Incidents
o WOTC Certifications

Certifications
Education
Skills
Training

O O O O

A new submenu for Training and Development has been created and will have the following underneath it

Employee Management menu prior to version 8.06 Employee Management menu after version 8.06

Employee Assignments

Human Resources > Employee Assignments

Employee Notes

Human Resources > Employee Notes

Payroll Accumulations

Employee Pay > Payroll Accumulations

Quick Hire

Employee Quick Hire

Employee Benefits > Accrual Balance History

Employee Benefits > Accruals > Accrual Balance History

Employee Benefits > Accrual History Updates

Employee Benefits > Accruals > Accrual History Updates

Employee Benefits > Comp Time Balance History

Employee Benefits > Accruals > Comp Time Balance
History

Employee Benefits > Leave Accruals

Employee Benefits > Accruals > Leave Accruals

insperity.com
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Employee Maintenance > Employer I-9 Verification

Employee Admin Tools >Employee Administration>1-9
Management > -9 Form

Employee Maintenance > Informational I-9 Data

Employee Administration >1-9 Management > Informational
I-9 Data

Employee Maintenance > Federal Reporting Data

Human Resources > Regulatory > Federal Reporting Data

Employee Maintenance > WOTC Certification

Human Resources > Regulatory > WOTC Certification

Human Resources > Awards

Human Resources > Performance > Awards

Human Resources > Certifications

Human Resources > Training and Development >
Certifications

Human Resources > Corrective Actions

Human Resources > Performance > Corrective Actions

Human Resources > Education

Human Resources > Training and Development>Education

Human Resources > OSHA Incidents

Human Resources > Regulatory > OSHA Incidents

Human Resources > Skills

Human Resources > Training and Development > Skills

Human Resources > Training

Human Resources > Training and Development>Training

Performance Reviews > Add Review

Human Resources > Performance > Add Review

Performance Reviews > Review History

Human Resources > Performance > Review History

Performance Reviews > Schedule Review

Human Resources > Performance > Schedule Review

Emp

loyee Admin Tools Menu Changes

All -9 screens are now included on the I-9 Management menu in Employee Admin Tools.

Employee Admin Tools menu prior to version 8.06 Employee Admin Tools menu after version 8.06

Employee Administration > Initiate Onboarding

Employee Administration >Pending Employees

(Initiate Onboarding button)

Employee Administration >Pending EE Dashboard

Pending Employees

Employee Analytics > 1-9 Audit

Employee Administration >1-9 Management > 1-9 Audit

Client Management Menu Changes
Client Management menus have also been reconfigured to make it easier to find configuration screens. New
submenus have been added for HR Administration, Performance, and Training and Development to group

information better.

A new HR Administration submenu has been added for client forms and messages
A new submenu for Performance has beenadded for:

o Awards

insperity.com
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Corrective Actions

Performance Review Ratings

Performance Review Types

Performance Review

e A newsubmenufor Training and Development has been added for:
Certifications

Education

Skills

Training

Client Management menu prior to version 8.06 Client Management menu after version 8.06

HR Management > HR Administration > Document
Subcategories
HR Management > Training and Development >
Certifications

O O O O

o O O O

HR Management > Document Subcategories

HR Management > Certifications

HR Management > Education HR Management > Training and Development>Education
HR Management > Skills HR Management > Training and Development > Skills
HR Management > Training HR Management > Training and Development > Training
HR Management > Awards HR Management > Performance > Awards
HR Management > Corrective Actions HR Management > Performance > Corrective Actions

HR Management > Message Categories HR Management > HR Administration >Message

Categories
HR Management > Client Forms HR Management > HR Administration >ClientForms
HR Management > Client Notices HR Management > HR Administration > Client Notices

HR Management > Employee Messages HR Management > HR Administration >Employee

Messages
HR Management > Performance Review Ratings HR Management > Perform_ance > Performance Review
Ratings
> > i
HR Management > Performance Review Types HR Management Perfo_rrr;sg;:e Performance Review
HR Management > Performance Review HR Management > Performance > Performance Review

Referto the Menu Item Changes article in isolved University for details.
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Payroll & Tax

New Hire Reporting Updates

Reporting employees whose hire date is in thefuture

The federal Personal Responsibility and Work Opportunity Reconciliation Act of 1996 (PRWORA) requires
companies to report to the state when a new employee is hired. New hire reporting services are included in
Workforce Acceleration.

For more information about New Hire Reporting, please visit the Insperity Help Center.

Updates have been made to verify a new employee’s hire date and exclude future hires from the file. If the new
hire is future-dated, the record is picked up in a later new hire file. This will prevent states from rejecting the files.

Employment Information

*Legal Company: B Heating & Air Conditioning In v

*Status: Active »

*Hire Date: 2/17/2021 i

Adjusted Service Date i
+Employee Number: 2050

*Employment Category: Full Time b

TimeClock 1D
Include in New Hire Report

Payroll Register changes for W-4 Exemptions

Display exemptions for employees who completed their W-4 before 2020

The Payroll Register will now display federal exemptions for an employee if they are still assigned the Single or
Married filing status from versions of Form W-4, Employees Withholding Certificate, prior to 2020.

Time Entry Grid Updates

Supportforearnings based on units

The Time Entry Grid has been updated to accommodate earnings that are configured to track units instead of
hours. The Hours column heading will change to Hours/Units and the Total Hours columnand check box will
change to Total Hrs/Units if an earning in the selected time entry template is based on units.

For more information about unit pay, review the Payroll Reporting section of the 8.04 release.
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Corrective Action Email Alerts

Use Email alerts to notify users when corrective actions are taken
For clients using Corrective Actions to track disciplinary issues, you can now add email alerts to the Actions
Taken tab to generate notifications to impacted employees, administrators, managers, or SuUpervisors.

Navigate to Client Management > HR Management > Corrective Actions and click the Actions Taken tab.

Select the Edit icon to modify an existing corrective action:

Corrective Actions

Occurrences  Actions Taken  Authority

=+ AddNew v Expand All Groups A Collapse All Groups

Actions Action Taken

Q

Termination

Z 0
[r2¢ Verbal Warning
@ﬁ\

Written Warning

£ Clear Grouping/Filters

In the new Email Alerts section, click + Add Email to define notifications for that alert type.

Corrective Actions

Policies  Occurrences

Corrective Action Taken

* Action Taken

Email Alerts
No notifications havgbe

+ Add Email

Actions Taken

@B Save < GoBackto List

Verbal Warmning

Authority

10 this corrective action
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Chose the email template and user type who will receive the notification. You can configure multiple notifications
for each corrective action taken.

Corrective Actions

Polices  Occumences  Actions Taken  Awthority

Corrective Action Taken

# fction Taken: | Verbal Wa

{ ;
Email Alerts
= Send this email * To this user type User Group =When a cormective action is Actions

Done  Cancel

verbal Warning Neaded - Aszzigned Manage - - Created

L = s r

1. *Send this email: Select the email template to send
2. *To this user type: Chose the type of user who will receive the email. Options are:
a. Employee
b. Assigned Manager
c. Assigned Supervisor
d. Organization Manager
e. Organization Supervisor
3. User Group: If you specify a client user group, they will receive a copy of the email when it’s sent.
4. *When acorrective action is: Choose which actionwill trigger the notification email. Options are:
a. Created
b. Completed

Review the updated Corrective Actions article in isolved University here.

Occurrence Tracking

The new Occurrence Tracking module will provide enhanced disciplinary action tracking

When the Occurrence Tracking moduleis available, you will be able to assign point values to disciplinary
infractions, including attendance issues tracked in isolved Time. When employees reach specified points
thresholds, corrective actions will be triggered.

Contact your Payroll Specialist if you have any questions about the updates in isolved version 8.06.
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