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Employee 

Upon login or authentication by the new hire, they are presented with terms of use. They must accept these terms 
to move on to the Onboarding Wizard Welcome screen. The screen contains a pop-up asking them to accept the 
terms of electronic signature as accepted signatures for their tax forms and I9 documentation. If the employee 
declines, they will not be able to complete the onboarding session electronically. This full document will be saved 
under “Employee Documents” on the Personnel tab once the employee record is saved in isolved.  

 

 The “Welcome Message” assigned on the onboarding template initiated for this new hire determines which welcome 
message displays. This is what the user will see if using the Employee Self-Service version of Onboarding: 
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The new hire can move from screen to screen by selecting the Next button at the top of the screen. They also can 
jump to specific screens by selecting the menu item on the left. The information entered on the Initiate New Hire 
screen displays on the Welcome screen (Assigned Supervisor/Manager, Hire Date, Email Address, etc.).   

This is what the employee sees if the client is using the Adaptive Employee Experience version of Onboarding, where 
the “Welcome” message will appear at the bottom of the page and the employee will have navigation by selecting Next 
or the menu at the left side of the page:  
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When the new hire selects the Start button for “Personal Information,” the following screen is displayed. The 
employee can either use the Next button at the bottom of the screen to navigate between screens or select the 
options on the left-side menu.  
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Documents Requiring Acknowledgement 
When attached to the Welcome Message, a document can require acknowledgement and will be shown on the 
Welcome page of the Onboarding Wizard. The New Hire Onboarding Wizard prevents a new hire from completing the 
Onboarding Wizard if required documents have not been reviewed and acknowledged on the Welcome screen. The 
employee is alerted in the “Action Required” message box on the confirmation statement. The alert specif ies that the 
new hire should return to the welcome screen. The employee will not be able to acknowledge the document(s) 
without opening them first.  

 

 

 

Note: The file size limit per document is 25MB.  

These options look similar in the Adaptive Employee Experience. The employee scrolls to the bottom of the page to 
see the documents and links that are attached to the “Welcome Message.”  
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Employee Data  
Any data you have entered on the Initiate New Hire screen appears here. The new hire is required to enter their full 
address before moving to the next screen.  

 

In Adaptive Employee Experience, the employee sees similar options under the About You heading. There are a 
couple of differences on this page from what we see in Employee Self-Service.  

1. The employee is able to enter preferred pronouns. This is currently only available during the Adaptive 
Employee Experience Onboarding session and is shown on the Employee Summary. Further development will 
occur for this feature.  

2. The employee can enter an alternate address by selecting the option at the bottom of the page. This adds an 
expanded area where they can add another address. Choices are:  

a. Military address  
b. Address for paychecks  
c. Address for tax forms including Form W-2, 1099, and ACA forms.  
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Personal and Contact Information 
Personal and Contact Information collects the new hire’s SSN and birthdate, as well as other personal information.  

 

If using the Adaptive Employee Experience, users see this information under Your Contact Details.  
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Education  
The options for the Education drop-down menu are created on the Client > Human Resources > Education screen. The 
employee may add as many educational experiences as apply. Remember some of the fields were marked with “Hide” 
in the template. Therefore, the employee is not seeing those fields.  

 

The Adaptive Employee Experience view is similar but instead of having fields marked with an asterisk to indicate a 
required field, there is a message stating that all fields are required unless marked optional. Fields that are required 
(other than the level of education) are selected in the template.  
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Tax Information-Symmetry Forms  
New Hire Onboarding utilizes the Symmetry software to guide the new employee to complete the proper Federal and 
State forms. The forms are also able to be electronically signed while completing the Onboarding Wizard. ESignature 
includes printing the employee's name, date, and time stamp (for Federal and some states) on the signature line of the 
tax withholding forms. In Employee Self-Service, the employee sees a screen to start the tax wizard.  

In Adaptive Employee Experience, the employee visits the Tax Information screen and sees a button that they can 
select to add tax information. If they have not filled in their address or SSN yet, they will get a red warning that the 
wizard can’t be started because information is missing and must be completed.  

 

The wizard will have the appropriate tax forms based on the information added in “Initiate New Hire.”  
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The employee’s SSN is a required field during onboarding. The last 4 digits of the new hire’s SSN are passed to 
Symmetry to use as the PIN for E-Signature. When a new hire attempts to “submit” their tax forms the following 
message displays:  

“Please verify the accuracy of your tax forms and electronically sign the documents by entering a PIN. Your 
PIN is the last four digits of your SSN.”  

 

Symmetry Tax Forms passes employer information for all federal and state forms. The Employee E-Signature only 
displays upon viewing the Federal/State tax form in Employee Documents. It does not display to the new hire when 
viewing the PDF of the tax form while completing the New Hire Onboarding Wizard.  

I-9 Document Creation and E-Signature  
The new screen for the Employee I-9 is available both in the Onboarding Wizard and in Employee Self-Service.  

There is a second screen after the employee record is saved for the authorized representative (i.e. Manager, 
Supervisor or Client) to upload verification documents, validate the employee I-9, and complete the employer portion 
of the I-9 document. Once complete a final version of the I-9 is available under Employee Documents.  
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Employee I-9 Screen  

• Available in Onboarding and Employee Self Service.  
• The screen shows required fields that must be filled in by the employee.  

Note: The SSN is only required if the company has the Legal Service “E-Verify” enabled.  
• Users can edit data before clicking the Sign Form button. At this point, the data will only be used on the saved 

PDF of the I-9, but not saved to the database until the Manager/Supervisor has completed the verification 
process.  

• The completed I-9 PDF is stored in Employee Documents.  
• The (check one of the following) drop-down populates with citizenship choices.  
• The Signature of Employee field appears at the bottom of the screen. The employee should type their name, 

first and last. It must match the information they had entered exactly.  
• Complete the translator or preparer section of the I-9. 
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• Click on the Validate Form button. The employee receives the following message if data is missing within the 
form: 

 

• Click on the Review Form button. 
• Select the Sign Form button. 
• Click on the Acknowledge button to complete the signature.  

  

• After the employee clicks on the Acknowledge button, the following message is displayed:  

 

Adaptive Employee Experience for this section looks very different but has the same outcome at the end. The 
employee is first given the option to review the instructions by selecting the View Instructions button which directs 
them to the USCIS website. The employee next opens the I-9 wizard by selecting the + Form I-9, they will be prompted 
to enter the same data as shown in the Employee Self-Service version in a long-form, part of which is shown below. 
When the form is filled in with all required fields, a button that says Save appears at the bottom of the page. Until the 
fields are filled, the button is greyed out to indicate it is unavailable.  
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When the employee selects Validate, they see a summary of the information they have entered and are able to select 
the citizenship status and enter their name to electronically sign the document. The Sign button is not available until 
both fields have been filled in.  
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Federal Reporting Data  
Disability Self-Identification  

The Disability Self-Identification screen allows the new hire to select from options to confirm if they have any disability.  
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EEO Self-Identification 

The EEO Self-Identification screen allows the new hire to select pertinent details about themselves, including Gender 
and Ethnic Origin, that are required for federal reports.  

 

VETS Self-Identification  

The VETS Self-Identification screen allows the new hire to select pertinent details such as their veteran 
status/discharge date that are required for federal reports.  

 

Note: These screens present the same disclaimers and capture the same information in the Adaptive Employee 
Experience but are presented in a longer view.  
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Miscellaneous Fields  
Since Miscellaneous Fields would be added to capture some customized information, it is required to complete this 
field. The field(s) appear, and the data type selected when setting up the Miscellaneous Employee Fields will be used 
in the template.  

 

    

Prior Employment  
The new hire may add as many applicable employments as needed.  
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In Adaptive Employee Experience, this same information is captured in a long form.  

 

Direct Deposit  
The employee can add direct deposit account(s) by clicking the Add New button on the left side of the screen. If a 
page message has been added, it will show on the right side of the screen. 
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The entry of direct deposit data is different (though similar) in the Adaptive Employee Experience. The employee sees 
a screen like this that walks them through the setup for their account. Multiple accounts can be added if necessary.  

 

Confirmation Statement  
New hires have the ability to review all information entered on the Confirmation Statement screen.  

Similar to benefits enrollment, submission is not possible if required info is missing or any document acknowledgment 
has not occurred.  
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If the new hire would like to come back to the Onboarding Wizard later, they should select the Save and Submit Later 
button and log out of the session by clicking their name in the upper-left corner and selecting the option to Logout. 

 

Once the employee has submitted, the buttons disappear, and the following message appears:  

  

At this point, they cannot make any changes, and the Submit button is no longer available. A copy of the “Onboarding 
Confirmation Statement” is added to the list of documents on the Employee Documents screen and can be reviewed 
by the employee and authorized users once the employee is saved.  

In Adaptive Employee Experience, the message displayed when the employee gets to the last page looks like this if 
they still have fields to fill in. If the employee has missed any of the required fields, they appear here with clickable links 
back to the screen where the information can be entered.  
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Once the employee has completed all required fields, they see the Onboarding Authorization screen where they can 
review the information that they’ve entered by opening menu items below the message. They can either elect to 
submit the information at that time or submit it later.  

 
 

 

 

 

 

 

 

 


