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How to Process a New Hire  
• From the home screen shortcut menu you can select Process a New Hire:  

 

Or you can process a new hire by navigating to the Roster tab and selecting Process 

a new hire. 
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• Afterwards you will be advised to first select the account you would like to 

process the new hire in, or type in the account by using the search bar. Once 

completed, select Next: 

 

• SSN and DOB must be entered together. If you enter the DOB or SSN by itself, 

and click Next, an error message will be produced: 

 

• If the member has previously worked with the funds, use the record that 

includes their work history. For brand-new members, enter both SSN and DOB, 

then click Seach. To add a new member, select Add New Member. 
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• You will then populate the member’s demographic information: 

o Identification 

o Address Information 

o Contact Information 

o Roster Information 
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• You will enter the member’s hire date, job type, job class, and hourly wage rate. 

Once completed, select Next and then Confirm. 

 

 

• You will receive a banner stating “The member has been added to the system is 

now officially employed with your employer.” You will always be able to locate 

members within your roster. 

 

 


