
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



Online Onboarding – Client Portion 
 

Part 1 – Onboarding a New Hire 
  

1. Log into you DHR Worklio account. Go to the Employees Tab, then select Onboarding.  Click Onboard New Employee. 
 
 
 

 

 

 

 

 

 

2. Click on the drop-down arrow to select your Onboarding Template.  These have been pre-populated for your business.  Click continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. Enter the employee’s First Name, Last Name, Social Security Number and Email Address.  Then click Next.  All fields in blue are REQUIRED. 

 

 

 

 

 

 

 

 

 

 

 

4. Enter the Original Hire Date.  Then click Next.  All fields in blue are REQUIRED. 

 

 

 

 

 

 

 

 

  



5. Enter the employee details.  Then click Next.  All fields in blue are REQUIRED. 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. If your company uses job costing, enter it here. If not, click Next.   

 

 

 

 

 

 

 

 

 

 

 

 



7. This step illustrates the email that will be sent to the new hire.  You DO NOT need to do anything on this page.  Click FINISH. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You will be brought back to the “Onboarding New Hire List.”  The new hire will receive an email inviting them to begin their new hire onboarding. 
 

 
 
 

8. If the employee did not receive the email, you can regenerate the link.  Be sure to tell the employee to check their spam/junk folder.  To 
regenerate the link, click on the EMPLOYEES Menu on the sidebar, then click on the Onboarding tab at the top.  Locate the new hire in the 
Onboarding New Hire List, then click Generate Link next to their name. 



 Part 2 – Verifying New Hire Information 
 

Once the employee completes their portion of the online onboarding process, you will receive an email notification that states that the onboarding 
process is finished.  Click on the blue ONBOARDING box and sign in to your account to complete the employer portion of the online onboarding. 

 

 

 

 

 

 

 

 

 

 

1. You will be directed to a screen that shows you a List Of Forms To Be Completed.  Skip Complete Data Verification and click on the blue 
Complete I-9 hyperlink to begin.  The system will direct you to Page 2 of the Form I-9 - Employee Verification. 
 

 

 

 

 

 

 

 

 

 

 

 



2. Enter the Employee’s First Day of Employment, Select Document Type, enter the Document Title, Issuing Authority, Document Number and 
Expiration Date of the employee’s identification provided.  Check the Attestation box, then click Next.  All fields in blue are REQUIRED. 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



3. Verify your company information listed on this screen.  Enter your job Title.  Click Verify Signature to sign the form, then click Next. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. The identification information that was entered on Page 2 of the Form I-9 will populate into the form.  Please review, then click Finish. 
 
 
 
 
 
 
 
 
 
 
 
 
 



5. Once you’ve verified the forms, click Close and the system will direct you back to the Onboarding New Hire List. 

 

 
 
 
 
 
 
 
 
 
 
 

6. If the onboarding is complete, the system will display “New Hire – Onboarding Finished” under the Onboarding Status.  This means that the 
employee has successfully completed their online onboarding and no further action is required. 
 

 
 
 
 
 
 
 
 
 
 

 


