
EMPLOYEE GUIDE 
TO ONBOARDING 
The MyEngage Dashboard gives you access to the 
information you need, when you need it. 

FOLLOW THIS STEP-BY-STEP GUIDE 
TO COMPLETE YOUR NEW HIRE 

ONBOARDING ON THE 
MYENGAGE DASHBOARD 

1 CHECK YOUR EMPLOYEE EMAIL (Subject: "Welcome To [COMPANY]")

An email will come from 
donotreply@engagepeo.com and 
contain the username and password 
required for the onboarding process. 

To continue, select the "CREATE 
ACCOUNT" button.

http://www.engagepeo.com/


3 CONTINUE WITH THE REGISTRATION PROCESS

Create a  
password you 
will remember! 

You will use 
these credentials 
in the future to 

review pay stubs, 
update personal 
info, and access 

W2s 

You will be asked to change your password and add your cell phone number for SMS multi-factor authentication (MFA). You also 
have the option to use an Authenticator app for MFA.

Sharing your phone number helps us protect your account, and we assure you that your information will remain private and secure.

2 SELECT THE "LOGIN" LINK

Login credentials provided in 
Step 1. If the email with the 

temporary password is lost, the user 
can select "Forgot Password" to 

reset it.



4 VALIDATE YOUR ACCOUNT

Validate your information 
by inputting the last four digits 
of your SSN. 

This helps us protect your account, and we ensure your information will remain private and secure.

5 SELECT THE "EMPLOYEE PORTAL" LINK

If the portal 
does not open, 

be sure to 
check your 

pop-up 
settings. 



CHECK THE BOX TO ACKNOWLEDGE 
AND THEN CLICK THE SUBMIT BUTTON 

*Important*

1) Always select the Next, Submit and Continue buttons after completing each screen. The buttons are inactive until 
all required fields are populated with the correct values.

2) You can reopen submitted sections to make corrections at any time prior to the final Submit. Once you complete your 
onboarding, you will be able to access the Employee Portal where you can make any future changes to your record. 
Changes can also be requested from your internal HR/Payroll department.

A confirmation message will display Onboarding 
Completed. An email will be sent confirming your 
new hires forms have been submitted. 

YOU WILL BE REDIRECTED TO 
ONBOARDING 
CLICK ON "Continue" 

6 7 



8 NAVIGATE TO MYENGAGE PLATFORM

Once you have finished the onboarding process, your setup is complete! Now that you have access to the MyEngage Dashboard 
you can access your Employee Portal to view employee benefits enrollment, W2 information, pay history, and more.

To access MyEngage going forward, simply go to my.engagepeo.com. 

9 GOING FORWARD

my.engagepeo.com
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