EMPLOYEE GUIDE
TO ONBOARDING

The MyEngage Dashboard gives you access to the
information you need, when you need it.

ENGAGE

2 Good afternoon

FOLLOW THIS STEP-BY-STEP GUIDE
TO COMPLETE YOUR NEW HIRE
ONBOARDING ON THE
MYENGAGE DASHBOARD

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

From: donotreply@engagepeo.com <donotreply@engagepeo.com>
Subject: Test - Welcome To Peter Parker Photography

Welcome to Peter Parker Photography
Dear Jane,

Our company partners with Engage PEO for HR and Payroll Services.

We ask that you follow the instructions below to create a My Engage single sign-on account An email will come from
which will allow you direct access to your payroll system, important announcements, and much donotrep|y@eng agepeo.com and
more. )
contain the username and password
To set up your account: required for the onboarding process.

1. Click the "Create Account" button below to begin setting up your account.
. Login using the following credentials:
i. Username: jane.austin@gmail.com
ii. Temporary One Time Password*: SDHF @#$%"&
3. Follow the registration prompts, including changing your password and adding your cell
phone number for SMS multi-factor authentication.
4. Once logged in, you'll be asked to validate your account for security purposes.

. Select the Employee Portal link to complete your onboarding.

6. Once onboarding is completed, you will receive a notification when your employer validates
your onboarding information. Access to your employee portal will be available once this
validation step is completed by your employer.

N
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* This temporary password expires after seven days. If it has expired please visit the MyEngage . n
Dashboard and use the "Forgot your password?" link on the login page to reset and create a To conti nue, select the CREATE
new one. ACCOUNT" button.

If you have any questions, please reach out to the Service Center for help at 1-888-780-8807
open 8am-8pm EST Monday through Friday.


http://www.engagepeo.com/

e SELECT THE "LOGIN" LINK

E NGAGE ENGAGE Login credentials provided in
PEO Sign in Step 1. If the email with the
X P T M R o
T S Sin i it your el s temporary password is lost, the user

Email Address

can select "Forgot Password" to
i reset it.

Privacy & Terms

e CONTINUE WITH THE REGISTRATION PROCESS

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.

< Cancel

ENGAQ@
Create a

User Details password you E NGAGE

PEO
will remember!
You W||| use Choose your preferred authentication method

. Phone Number

< Cancel

Your password has expired, please change to a new
password.

these credentials
in the future to

Password Authenticator App (More Secure)

review pay stubs,

New Password

Confirm New Password info, a nd access
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MEFA Setup Guide & FAQs




0 VALIDATE YOUR ACCOUNT

ENGAGE

Important: You have Employee Portal connections available that need to be validated.

Welcome to the MyEngage Dashboard! Manager
above.

\g "Validate and Connect" n the banner

Validate Your Info

Enter the Last 4 Digits of Your SSN- Validate your information
0000 e 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.

SELECT THE "EMPLOYEE PORTAL" LINK

ENGAGE

Service Center
Support

888-780-8807

Day to Day Workplace Questions

Password help

Payroll questions

Benefit questions or enroliment help
W-2 access

Verification of employment request

(® GELLAR ENTERPRISES LOG OUT

Employee Portal If the portal
does not open,

be sure to
check your
pop-up
Working Advantage settings.

Your employer offers the Working Advantage discoul
employees through your HR partner, Engage PEO!

Click here to Register for your FREE account.
Select the Register button at the top of the page
Complete the Sign-Up panel using Company Code: 315804315



YOU WILL BE REDIRECTED TO CHECK THE BOX TO ACKNOWLEDGE
ONBOARDING AND THEN CLICK THE SUBMIT BUTTON

CLICK ON "Continue"

[ ] T © sasnmn v [RE ] - © sasoin

Onboarding Welcome, Anita! Onboarding Submit
@ Welcome to ABC COMPANY and ENGAGE PEOI ABC COMPANY and Engage PEO have entered into °
& initel visit | tocerh ; o Iniil Visit i -
a endat o provide you with Congratulations! This is the final step.
excellent resourrces inthe areas of human resorces, payroll, workers' compensation and, if
[ Electronic Consent appliicable, benefits. © Eiectionic Consent To complete your onboarding, check the acknowledgement below and click "Submit"
06 Click "Get Started" to begin your onboarding process. As you proceed through the onboarding Q o
process, you will be able to quickly and easily fill out and submit a number of required forms, and if | acknowledge that my forms are complete and correct, and I'm ready to submit them.
® ErisroiEmmD appicable, have the opportunty o enrolln a variety of benets prograrms. © Employes information

Please submit the 19 and Employee Information no later than 03/01/2024. Al other forms must be
@ Race/Ethnicity

@ Raceretnnicty submitted by 03/06/2024.
B9 Veteran Status Welcome again to ABC COMPANY and ENGAGE PEO! © Vetsren status
& oionilty A7 ” © oiebiity
@ Tox O
@ 12 days remaining to complete onboarding © Direct Depost

T Direct Deposit

[ Florida - New Hire Notices @ Florida - New Hire Notices

@ Oonboarding Summary

© submit

Y= Onboarding Summary

@ submit

Submit

Onboarding Completed
\@ Thank you for completing the onboarding process.

A confirmation message will display

Pomeredy ABC COMEANY.

Prncy oty

An email will be sent confirming your
new hires forms have been submitted.

*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.

Congratulations! Your New Hire Forms Have Been Submitted

&

Phish Alert + Get more add-ins

Dear Alex Mountain,

Thank you for submitting your new hire forms. Qur team will review the information you submitted
and we will either approve the forms or request additional information.

Sincerely,

The Engage PEQ Service Team




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 enroliment, W2 information, pay history, and more.

ENGAGE o

@ Good afternoon

e

MyEngage .
Benefit Enrollment MyEngage Dashboard is Here! Pay show Amounts
o
5 (= i You can track your open enrollment for your No pay history available
‘ersonal
benefits selections below. An invitation has been sent to your email to register for
the MyEngage Dashboard. Click the image or the link
@ : below to link your accounts.
Benefits = . Link Accounts Now
Completed: 0 of 5 Next: FSA-2019
$ ENGAGE Y T ——— Service Center
Bay e
s, r—— — Service Center: 888-780-8807
oice Comer ¢ ing Advantage
Paid Time Off o mﬂ%‘:ﬂ“’““" Day to Day Workplace Questions
e busieiubiotydaind Password help
. P A ‘Complets he Siga-Up panel using Company Code: 315804315
B W2 Information - A Payroll questions

Documents

.
« Benefit questions or enrollment help
« W-2 access

W2's for the previous year will be available online and * Veriication of employmentrequest
will be mailed to your address on file no later than
January 31st of the current year. You may access your
W2 by choosing TAXES - W2 from the menu. Employee Care Hotline
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Understanding Form W-2 When an issue
comes up in the
workplace, it is
@ WebClock recommended that
NetTime you first discuss
the matter with
your supervisor.

g
o
@

® Session timed out. You must sign out and sign back in to If you cannot or

GOING FORWARD

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

ENGAGE

ENGAGE Sign in

PEO
EXPECT MORE Sign in with your email address

Email Address

Forgot your password?

Privacy & Terms



my.engagepeo.com
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