Onboarding - The Service Rep's
Process

Last Modified on 10/29/2026 4:10 pm CDT

Beyond makes onboarding new employees that enter your database from your Onboarding Portal easy by giving
the service rep a convenient space on an employee record to process their online application and additional
actions. Employees that begin an action in the Onboarding Portal can be given additional material or assigned a
brand-new action within this space.
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Showing 12 of 12 Employee Actions G2 CREATE LINK FOR ALL EMPLOYEE ACTIONS l [ © START ALL EMPLOYER ACTIONS l
Action Name Progress Date Created Due Date Date Expired Date Completed Assignee status Employer Action
mm/ddfyyyy mm/dd/yyyy mm/dd/yyyy mm/dd/yyyy A hd

Direct Deposit Form (TempWorks Defautty hREN 911172026 Employee Requires Action

Employee Agreement Sample MH O 7= 911172026 Employee Requires Action

Background Check Disclosure and Authorization N 2sw 91172026 Emplayee

TempWorks Resume Collection Form 91172026 Emplayee

Employment Eligibility Verification [Standard 1-9] PR 9/11/2026 Employee Requires Action

Direct Deposit Form (TempWorks Defaulty Q 1o 811972026 8/19/2026 None Completed

Employee Agreement Sample MH Q 1o 811972026 8/19/2026 None Completed

‘Background Check Disclosure and Authorization Q oo 1912026 8/19/2026 None Completed

TempWorks Resume Collection Form Q o= 8/19/2026 8/10/2026 Nane Completed

TempWorks WebCenter User Account Setup Form Q 1o 8/19/2026 8/18/2026 None Completed

Direct Deposit Form Q oo 81972026 8/19/2026 None Completed

Employment Eligibility Verification [Standard 1-9] Q 1o 811972026 8/19/2026 None Completed

Security Permissions

To access the "Onboarding 2.0" tab within Beyond, you will need to be a member of a Security Group that contains
the following permissions:

e Can Assign HRCenter Workflows and Onboarding 2.0 Actions
e Can Delete Onboarding 2.0 Actions

Permissions (2 Visible, 74 Not Visible) 76 Selected
Q. Onboarding 2.0 Actions| X

Can assign HRCenter workflows and Onboarding 2.0 actions

Allows a user to assign new workflows in HRCenter and Onboarding 2.0 actions.

Can delete Onboarding 2.0 actions

Allows a user to delete Onboarding 2.0 actions.

*Note* If you utilize custom Security Groups with Advanced Permissions, you will need to add the "Access" to
the "Onboarding 2.0" pages within Employee > Onboarding 2.0 and Records > Onboarding 2.0 to the Security
Groups that require the functionality:



BY PAGE BYFIELD Selecting a parent selects children

O, onboarding 2.0 e
A Employee Access
A Onboarding 2.0 Access
Onboarding 2.0 [EE Access
Onboarding 2.0 Action Access
A Records Access
Onboarding 2.0 ([EE Access

For more information on created custom Security Groups with Advanced Permissions, please see the
following article titled "Beyond - Creating Security Groups with Advanced Permissions".

Onboarding 2.0 Search

You can search on all employee and employer actions via the Onboarding 2.0 search via B menu > Records >
Onboarding 2.0:


https://kb.tempworks.com/help/beyond-creating-security-groups-with-advanced-permissions
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Within the Onboarding 2.0 search, you can utilize the following filters:

e Status: Requires Action (Default), Completed, Expired

e Assignee: Employee, Employer, None

e Account: The organizations you have access to within the Onboarding Portal

e Action Name: Forms that have been created within the Onboarding Portal

e First Name: The first name of the employee record that has been assigned the action
e Last Name: The last name of the employee record that has been assigned the action
e Employee Branch: The branch of the employee record

¢ Date Created (From): Date range in which the employee action has been created

e Date Created (To): Date range in which the employee action has been created



Onboarding 2.0 Search - Search all assigned employee actions

status Assignee Account Action Name
Requires Action v Employee v TwDemo v v
First Name Last Name Employee Branch Date Created (From) Date Created (To)
-] st.Paul ~  9/1/2026 - X
v MORE FILTERS RESET
18results )
Employee Name Primary Email Address Primary Phone Number Employee Branch Staffing Specialist Requires Action
> J.Ber@xip xom (651) 357-6902 St.Paul alexander.swanson 5
> RBoss@xip.xom (651) 357-4122 StPaul HRCenter twdemo 7
> Diaz Paula P D@xipxom (651) 354-6845 St.Paul HRCenter twdemo 7
> Frost Mac Mac. Frost@xip.xom (651) 354-7846 St.Paul HRCenter twdemo 7
> Gatts Luke Luke Gatts@xip.xom (6537) 354-4466 StPaul HRCenter twdemo 7
> Glass Pete P.Glass@xip xom (681) 535-1534 St.Paul HRCenter twdemo 7

Within the search results, you can expand any of the employee records to view a list of actions as they relate to the

search criteria selected:

Onboarding 2.0 Search - Search all assigned employee actions

statws Assignee Account Action Name
Requires Action v~ Employee ~ TwDemo ~ ~
First Name Last Name Employee Branch Date Created (From) Date Created (To)
-] stpaul v~ 9/1/2026 - X
v MORE FILTERS RESET SEARCH
18results 4y
Employee Name Primary Email Address Primary Phone Number Employee Branch Staffing Specialist Requires Action
Jordan ) Ber@xip.xom (651) 257-6002 SePaul lexander.swanson 5
Employer
Action Name Date Created Due Date Date Expired Date Updated Date Completed  Assignee Status pet
ction
Direct Deposit Form (TempWorks Default] 9/10/2026 9/10/2026 Employee Requires Action
Empl Agreement Sample MH 9/10/2026 9/10/2026 Employee Requires Action
Background Check Disclosure and Authorization ~ 9/10/2026 9/10/2026 Employee Requires Action
TempWorks Resume Collection Form 9/10/2026 9/10/2026 Emplayee Requires Action
Employment Eligibility Verification [Standard 9] 9/10/2026 9/10/2026 Employee Requires Action

Selecting an action within the search results will navigate you directly to that actions record within Beyond, where

you will have the ability to edit the action, or create a new action link to send directly to the employee:
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Direct Deposit Form (TempWorks Default) # EDITACTION l [ (3 REQUEST CHANGE ] [ G2 CREATE ACTION LINK
OVERVIEW FIELDS

D task_uKEbNViBRadRExvMb20Qt Status Requires Action
Next Action Employee Form Direct Deposit Form (TempWorks Default)
Entities Employer: High Tech Staffing Inc. Progress ~
13% 8
Tags Light Industrial, General Onboarding Due at —

Expiration at
Deletion allowed at

Updated at

September 10th 2026 4:09 PM

Deletion scheduled at

Created at

September 10th 2026 4:09 PM

*Note* Additionally, you are able to complete employer actions directly within the search results. This can be

completed by selecting the o icon to the right of the employee action:




Onboarding 2.0 Search - Search all assigned employee actions

Stats Assignes Account Action Name
Requires Action X v Employer ~ | wpemo v v
First Name Last Name Employes Branch Date Creatad (From) Date Created (To)

= stPaul v 8/1/2026 - X

~ MORE FILTERS RESET [N

Tresult 4

Employee Name Primary Email Address Primary Phone Number Employee Branch Staffing Specialist Requires Action
' Hargroder, Susan susanhargroder23@gmail.com (612) 759-0350 St.Paul onboarded Integration 2
Employer
Action Name Date Created Due Date Date Expired Date Updated Date Completed  Assignee Status acti
tion
Employee Agreement Sample MH 8/19/2026 8/19/2026 Employer Requires Action
Employment Eligibility Verification [Standard 1-9]  8/19/2026 8/19/2026 Employer Requires Action

The Onboarding 2.0 Tab

Once an employee record is created within Beyond, either manually or through registration within the Onboarding
Portal, you have the ability to view, create, and edit employee actions directly on the employee record via the
Onboarding 2.0 tab:
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Showing 12 of 12 Employee Actions. l ©D CREATE LINK FOR ALL EMPLOYEE ACTIONS l l © START ALL EMPLOVER ACTIONS I
Action Name Progress Date Created L Due Date Date Expired Data Completed Assignee Status Employer Action
mm/dd/yyyy mm/dd/yyyy mm/dd/ryyyy mm/dd/yyyy - -

Direct Deposit Form (TempWorks Default) bRt 9/11/2026 Employee Requires Action

Employee Agreement Sample MH O = 9/11/2026 Employes Requires Action

Background Check Disclosure and Authorization hEES 91172026 Employee Requires Action

TempWorks Resume Collection Form 9/11/2026 Employee Requires Action

Employment Eligibility Verification [Standard 1-9] pRE 9/11/2026 Employee Requires Action

Direct Deposit Form (TempWorks Default) Q 1o 8/19/2026 8/19/2026 None Completed

Employee Agreement Sample MH Q oo 8/19/2026 8/19/2026 None Completed

Background Check Disclosure and Authorization Q oo 819/2026 8192026 None Completed

Works Resume Collection Form Q oo 8/19/2026 8/18/2026 None Completea

bCenter User Account Setup Form Q 1o 8/19/2026 8/19/2026 None Completed
Direct Deposit Form Q oo /1912026 £/10/2026 None Completed
Employment Eligibility Verification [Standard 1-9] Q o= £/19/2026 8/19/2026 None Completed

Within the Onboarding 2.0 tab, employee actions can have one of the following statuses:

e Requires Action: The form needs to be completed either by a recruiter or an employee. The "Assignee"
column indicates who is next to complete the form.

e Expired: If an expiration date was set on the form, this status is shown when a form reaches its expiration
date. The form will need to be resubmitted before an employee is able to complete the action.

e Completed: The form has been completed. In order to make any changes to the completed form, a "Request

Change" action must be created.

Within the "Action Name" column, this is where you will see a list of forms that have been assigned to the
employee. Selecting a form within the list will navigate you to view additional details related to the form:



Employment Eligibility Verification [Standard 1-9] /' EDITACTION H () REQUEST CHANGE H GD CREATE ACTION LINK

OVERVIEW FIELDS
D task_qAJVmMBIrSUFFXntNwjjwz Status Completad
Next Action — Form Employment Eligibility Verification [Standard 1-9]
Entities Employer: High Tech staffing Inc. Progress .
@ 93/93
Tags 1-9, Federal, Employment Eligibility Due at —

Expiration at — Deletion scheduled at —

Deletion allowed at — Created at August 19th 2026 12:12 PM

Updated at August 19th 2026 12:39 PM

Selecting the "Fields" tab will show you the information the employee had entered within each of the fields present
within the form:

Employment Eligibility Verification [Standard I-9] /' EDITACTION H () REQUEST CHANGE H > CREATE ACTION LINK

Your Information

Confirm details

Is the information above correct? *

v

2 empy fields

Work Status

Your work authorization status: *
us_citizen

Social Security Number %

Documents

Which dacument(s) are you providing? *

list_b_and_c

Document Title

Driver's License

FIELDS

Da you have a Social Security number? *

v

Select your List B document below *

drivers_license

Issuing Authority *
MN

Employee

Employee

Employee

Employee

Submitted August 19th 2026 12117 FM v

Submitted August 10th 2026 1217 PM A

Submitted August 19th 2026 12118 PM - A

Submitted August 19th 2026 12719 PM A

*Note* Form fields including SSN's (Government Identification Numbers), etc. can be marked as "Sensitive"
within the Onboarding Portal to mask the respective fields.

Assigning Employee Actions

Links can be created for employee actions via the following methods:

e Create Link for all Employee Actions: For all forms that have already been assigned to the employee to

complete




1
Showing 12 of 12 Employee Actions | l @ CREATE LINK FOR ALL EMPLOYEE ACTIONS II{ © START ALL EMPLOYER ACTIONS l
Action Name Progress Date Created Due Date Date Expired Date Completed Assignee Status Employer Action
Filtes Filter mm/dd/yyyy mm/dd/yyyy & mm/dd/yyyy mm/dd/yyyy B - -

Direct Deposit Form (TempWorks Default) RIRES 9/11/2026 Employes Requires Action H
Employee Agreement Sample MH Q 971172026 Employee Requires Action H
Background Check Disclosure and Authorization hE 91112026 Employee Requires Action :
TempWorks Resume Collection Form 9/11/2026 Employee Requires Action H
Employment Eligibility Verification [Standard 1-9] b 9/11/2026 Employee Requires Action

Direct Deposit Form (TempWorks Default) Q 1 8/19/2026 8/19/2026 Nane Completed

e Assign Action: For new forms that need to be assigned to the employee to complete

Showing 12 of 12 Employee Actions l D CREATE LINK FOR ALL EMPLOYEE ACTIONS l l © START ALL EMPLOYER ACTIONS

Action Name Progress Date Created & Due Date Date Expired Date Completed Assignee Status Employer Action
Filte Filte mm/ddryyyy mm/dd/yyyy mmy/ddiyyyy mm/ddryyyy - -

Direct Deposit Form (TempWorks Defautt) hREY 971172026 Employee Requires Action H

Employee Agreement Sample MH O 7= 9/11/2026 Employes Requires Action H

Background Check Disclosure and Authorization N s 9/11/2026 Employes Requires Action H

TempWorks Resume Collection Form 9/11/2026 Employee Requires Action H

‘Employment Eligibility Vs on [Standard 9] ) e 971172026 Employee Requires Action :

Direct Deposit Form (TempWorks Default) Q o= 8/19/2026 8/10/2026 None Completed H

Create Link for all Employee Actions

By selecting "Create Link for all Employee Actions", a new "Create Link" window will open, displaying the list of
forms that have already been assigned to the employee:



Create Link

o Select Actions

Create a link you can send to the employee to complete their actions

Select All

<]

Background Check Disclosure and Authorization

<]

Background Check Disclosure and Authorization

<]

Direct Deposit Form

<]

Direct Deposit Form (TempWorks Default)

<]

Direct Deposit Form (TempWorks Default)

<]

Employee Agreement Sample MH

<]

Employee Agreement Sample MH

Locale

Auto

o Generate Link

12 of 12 seleced

Redirect URL

CANCEL  NEXT =

It is within this window that you can select all of the forms within the list, or cater the list to what you need the

employee to complete.

You can also select the "Locale" that will determine the language in which the forms are presented to the

employee:

Locale

Auto

Auto
English

Spanish

CANCEL  NEXT>

*Note* For more information on form localizations, please see the article titled Onboarding - Form

Translations.



http://kb.tempworks.com/help/onboarding-form-translations

You can utilize the "Redirect URL" field to navigate the employee to the specified URL once the forms have been

completed:

Redirect URL

CANCEL  NEXT=>

Once finished, select "Next" and then select "Create Link":

[ R R EE—DIEE——A—n—mR——II_n—8n—n—m——§Nin———————..
o Generate Link

Create Link

° Select Actions

Create a link you can send to the employee to complete their actions.

GO CREATE LINK
DONE

CANCEL < PREVIOUS

With the link created, select "Copy Link"

o Generate Link

Create Link

° Select Actions

Create a link you can send to the employee to complete their actions.

Copy link to send to your employee
I0) copyumk
CANCEL <PREVIOUS  DONE

*Note* Once the link is copied, it will need to be sent to the employee for completion via email or text.

¢ tothe right of the individual action within the Onboarding 2.0 list

*Note* Optionally, you can select the



and select "Create Action Link" to open the "Create Link" window with that individual form selected from the

list:
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Showing 12 of 12 Employee Actions

GD CREATE LINK FOR ALL EMPLOYEE ACTIONS H © START ALL EMPLOYER ACTIONS l ASSIGN ACTION

Action Name Progress Date Created Due Date Date Expired Date Completed Assignee Status Employer Action
mm/dd/yyyy mm/dd/yyyy mm/dd/yyyy mm/dd/yyyy -
Direct Deposit Form (TempWorks Defautt) hREY 911112026 Employee Requires Actian
Employae Agreement Sample MH O = 01172026 Employes Requires Action
Background Check Disclosure and Authorization N s 911172026 Employee Requires Action /' EditActon
TempWorks Resume Collection Form 91112026 Employee Requires Action
Create Link

o Select Actions

Create a link you can send to the employee to complete their actions

[J select Al

Background Check Disclosure and Authorization
Background Check Disclosure and Authorization
Direct Deposit Form
Direct Deposit Form (TempWorks Default)
Direct Deposit Form (TempWorks Default)

Employee Agreement Sample MH

O O 0O 0O O O

Employee Agreement Sample MH

o Generate Link

You can then proceed through the same steps as outlined above to create the action link and send to the

employee to complete the form.

Assign Action

By selecting "Assign Action", a new window will open, allowing you the ability to assign new forms to the employee.

Within the "Assign Action" window, enter the following:

Form: The name of the form within the Onboarding Portal

Employer: The employer record within the Onboarding Portal

(Optional) Expiration Date: Set a date in which the action will expire if not completed

(Optional) Due Date: Set a date in which the action needs to be completed by the employee

(Optional) Deletion Allowed At: Set this to prevent an action from being deleted until the specified time



e (Optional) Deletion Scheduled At: Set this to automatically delete the action at a specific time in the future

*Note* The same form is unable to be assigned twice.

Once the information has been entered, select "Submit" to assign the action to the employee:

Assign Action

* Form

Minnesota State Withholding [W-4MN] v
* Employer

High Tech Staffing Inc v

Due Date

09/25/2026 12:00 PM

Expiration Date

Deletion Allowed At

Deletion Scheduled At

Set this field to prevent an action from being deleted until the specified time. This can be helpful when ensuring completed tasks are retained for compliance reasons.

i

SAVE AS DRAFT

Zet this field to automatically delete an action 2t 2 specific time in the future. This can be helpful when certain tasks need to be deleted after a specific retention period.

CANCEL § sueMmIT I

At this point, the action will need to have a link created and sent to the employee for completion. This can be done
via the "Create Action Link" option:
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Showing 12 of 12 Employee Actions

ActionName Progress
Direct Deposit Form (TempWorks Default) RS
Employee Agreement Ssmple MH O 7
Background Check Disclosure and Authorization h R

TempWorks Resume Collection Form

Date Created - Due Date

mm/dd/yyyy mm/dd/yyyy
/1172026
9/11/2026
9/11/2026

0/11/2026

G5 CREATE LINK FOR ALL EMPLOYEE ACTIONS ] [ © START ALL EMPLOVER ACTIONS ] ASSIGN ACTION

Date Expired

mm/dd/yyyy

Date Completed

mm/dd/yyyy

Assignee

Employee
Employee
Employee

Employee

Status

Requires Action

Requires Action

Requires Action

Requires Action

*Note* Actions can also be assigned via the "Onboarding 2.0" charm on the employee record:

Employer Action

# EdnAcion

@D Create Action Link




® O B e e e = © 8 ® 1 0O

Active Onboarding 20 Reports E-Pay Assignments ACA E-Verify WebUser Background Interviews SyncTo Sense Merge Bookmark More

IR Onboardingz.o NG ONBOARDING 2.0 PAY HISTORY v  CUSTOM DATA TEST PAGE LINKEDIN MORE

6 Incomplete actions, 7 Completed actions

. . G2 CREATE LINK FOR ALL EMPLOYEE ACTIONS l l ° START ALL EMPLOYER ACTIONS l
Assign Action

Assign an action not linked to an assignment

Date Completed Assignee Status Employer Action

View Assigned Employee Actions
mm/dd/yyyy - -

Selecting "Assign Action" will navigate you through the same steps as outlined above.

Reviewing & Completing Actions

Depending on the action that has been submitted by the employee, it may require an employer action to be
completed, such as the electronic signing of a form.

Employer actions can be completed via one of the following methods:

e The "Start All Employer Actions" option:
Showing 13 of 13 Employee Actions D CREATE LINK FOR ALL EMPLOYEE ACTIONS Il © START ALL EMPLOYER ACTIONS lm

Action Name Progress Date Created - DueDate Date Expired Date Completed

Employer Action

mm/dd/yyyy mm/ddryyyy B mm/dd/yyyy B mm/dd/yyyy B v -
Minnesota State Withholding [W-oMN] e 012172026 0/25/2026 Employer Requires Action [»]
Direct Deposit Form (TempWorks Default) bR 1172026 Employes Requires Action

e The o icon to the right of the individual employee action:

Showing 13 of 13 Employee Actions l @D CREATE LINK FOR ALL EMPLOYEE ACTIONS l l © START ALL EMPLOYER ACTIONS l
Action Name Progress. Date Created Due Date Date Expired Date Completed Assignee Status Employer Action
mm/dd/yyyy mm/ddyyyy mm/dd/yyyy mm/dd/yyyy - -
Minnesota State Withholding [W-4MN] ) sox /2112026 9/25/2026 Employer e @
Direct Deposit Form (TempWorks Default) RIRE"S 91172026 Employee Requires Action

Once one of the options has been selected, the service rep portion of the form(s) that you will need to complete will
open directly within Beyond:



€ Employer Action

High Tech Staffing Inc.

Minnesota State Withholding [W-4MN]
10 Due on 09/25/2026

innesota Withholding Tax ID Number

Once complete, you can select the back button in the top left corner or anywhere around the frame to close it:

<& Employer Action

Tasks Summary

1 of 1 completed

Minnesota State Withholding [W-4MN]

Editing Actions & Requesting Changes

Once actions have been created, you have the ability to edit them or request the employee to make necessary
changes before resubmitting.

Editing Actions

Actions can be edited by selecting the ! tothe right of the action and selecting "Edit Action":



Showing 13 of 13 Employee Actions

G CREATE LINK FOR ALL EMPLOYEE ACTIONS ] [ © START ALL EMPLOYER ACTIONS ] ASSIGN ACTION

Action Nama Progress Data Created - Due Date Date Expired Date Complated Resignes Seatus Employer Action

mm/dd/yyyy mm/dd /yyyy mm/dd/yyyy mm/dd/yyyy B
Minnesota State Withholding [W-4MN] pE 91212026 9/25/2026 Employer Requires Action [»]
Direct Deposit Form (TempWorks Default) IR 9/11/2026 Employee Requires Action o .
Emplayee Agreement Sample MH O e 9/11/2026 Employee Requires Action
Background Check Disclosure and Authorization pECY 9/11/2026 Employee Requires Action GD  Create Action Link
TempWorks Resume Collection Form 9/11/2026 Employee Requires Action

Within the "Edit Action" window, you can modify the following information:

e Due Date: Set a date in which the action needs to be completed by the employee

e Expiration Date: Set a date in which the action will expire if not completed

e Deletion Allowed At: Set this to prevent an action from being deleted until the specified time

e Deletion Scheduled At: Set this to automatically delete the action at a specific time in the future

Edit Action

Due Date

09/25/2026 12:00 PM

Expiration Date

|

Deletion Allowed At

|

completed tasks are retained for compliance reasans.

Deletion Scheduled Az

Set this field to prevent an action from being deleted until the specified time. This can be helpful when ensuring

]

need to be deleted after 3 specific retention period.

Zet this field to sutomaticslly delete an action 21 8 =pecific time in the future. This can be helpful when certasin tasks

Delete action and any submitted data

B DELETE ACTION

CANCEL SAVE

Once the information has been entered, select "Save".

*Note* If you are a member of a Security Group that contains the "Can Delete Onboarding 2.0 Actions"

permission, you can select the "Delete Action" option:



Delete action and any submitted data

il DELETE ACTION

Please note that once an action is deleted, any submitted data from that action will also be deleted.

Requesting Changes

In the event an action has been submitted by the employee but, upon further review, you notice that the employee

has filled out a form incorrectly; you can send a request to the employee to update the form for resubmission via

the : option to the right of the action and selecting "Request Change":

Employment Eligibility Verification [Standard 1-9]

Direct Deposit Form (TempWorks Default)

Employee Agreement Sample MH

Background Check Disclosure and Authorization

TempWorks Resume Collection Form

TempWorks WebCenter User Account Setup Form

Direct Deposit Form

Employment Eligibility Verification [standard 1-9]

)
O 1o
O 1o
O 1eox
O 1ex
O s
O s
O s

9/11/2026

8/19/2026

8/19/2026

8/19/2026

8/19/2026

8/19/2026

2/10/2026

8/19/2026

8/19/2026

8/19/2026

8/19/2026

8/19/2026

8/19/2026

2010/2026

819/2026

Employee

None

None

None

None

None

None

None

Requires Action

Completed

Completed

Completed

Completed

Completed

Completed

Completed

() Request Change

/' Edit Action

@D Crests Action Link

*Note* Selecting the "Request Change" option will open the "Action Change Request" window. This states that
by selecting "Request Change", the form will be unlocked so that the employee can update the information and

resubmit for approval:

Advanced

Action Change Request

|:| Request a change starting from a specific section

CANCEL REQUEST CHANGE

An action change request unlocks earlier completed sections of the action for edits
and resubmission. If a change is requested for a completed action it would no longer
be considered complete; all pages of the action need to be resubmitted to complete
the action again.
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