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Onboarding Navigation Guide 

1. Using the link provided by Human Resource personnel, click on link or enter it in new 
internet window.  

 

(browser suggestions: Safari / Google Chrome / Internet Explorer) 

2. Once at site, click on Onboarding tab located on top-right of page. 

 

3. Welcome to Onboarding 

New Employee or Returning Employee? If this is your first time to the site, you are a 

New Employee. If you have been here before, you are a Returning Employee. 

a. New Employee 

i. On left side of screen, under New Employee, click on Start Onboarding 

Process tab.  

b. Returning Employee 

ii. On right side of screen, under Returning Employee, enter your First 
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Name, Last Name, and your 4-digit PIN; then click on See Progress.  

Note: If you forgot your 4-digit PIN, contact HR under Contact US page for assistance with your 

PIN. 

 

4. Once clicking on Start Onboarding Process or See Progress, your screen will change to 

this. (Returning Employees: skip to Step 8  to continue your Onboarding) From here, you 

will need to complete the information on the screen so the Onboarding process may begin 
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5. Select your State of Residence from the dropdown tab. 

 

a. Once you select the state, you will see your entry on the right-hand side 
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6. Continue to enter the rest of your information (i.e. First Name, Last Name, Phone 

Number, etc.).  

 

7. Once all of the fields are filled and complete, you will see a message appear on the 

bottom right asking for your initials. 

 

a. Enter your Initials and click Start 
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8. Once at this screen, all of your Onboarding Documents needed are available on the left 

tabs. You need to select each tab and follow these steps:  

a. Download your document  

b. Fill-out the document 

c. Attach document to page and  

d. Submit document entry.  

 

9. For assistance with any part of the Onboarding Process, you can click Need Help? For 

additional guides or contact any HR Representative listed under Contact Us page and 

they can assist you in your Onboarding Process. 
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10. Continue completing and submitting your forms until all of your forms have been 

submitted.  

 

11. Once all forms are completed, HR may contact you regarding any questions over your 

Onboarding Documents. Brandi Turner 


