Quick Guide

Hiring POl asEMP

1. Click theWorkforce Administration link.
[ wiarkforce Administration|
2. Click thePersonal I nformation link.
[ Personal Informatian|
3. Click theAdd a Person link.
. Enter the desired information into tBenplI D field.
5. Click theSearch button.
6. Click an entry in th&mplid column.
7.
8. From this point forward the 'Hire' process shdugdfollowed. All fields on the personal

information panels should be thoroughly reviewed apdated where necessary.

9. End of Procedure.
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