
Employer On-boarding Instructions 

Below you will find generic instructions on the employer responsibilities during the employee onboarding process. The steps 

to on-board a new employee are summarized below. Should you have any difficulties during this process, please contact your 

Human Resources Manager. 

 

1. Click on the My Employees Tab 

 

 

 

2. Click on New Hire 

 

 

 

 

 

 

 

 

 



3. Fill Out All Information that has a Red Box 

 

 

 

4. Once everything in red boxes are filled in, click the SAVE button.  

5. After you hit the SAVE button, an email will be sent to the employee with on-boarding instructions. If the employee 

claims they didn’t get an email, have them register at vns-ep.prismhr.com to complete their on-boarding. 

6. Once the employee has completed their I9, you should receive an email telling you that you need to verify the 

employee’s I-9. If you do not, you should check on the employees on-boarding status to see what they have 

completed by following 6a. 

a. Click on My Home (It should be in your favorites but if not it is under the My Company tab) 
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b. Under My Perspective, click on the On-boarding Tasks by Status in the drop-down menu.  

 

 

c. After Clicking on the On-boarding Tasks by Status, Click on the All Other Forms in the drop-down menu. 

 
 

d. All Employees that are in the process of On-boarding will show up. Anything that is in bold under the forms is 

completed. Click on the employee’s name for further details on outstanding on-boarding items (2nd Picture)  

 



 

 

7. After the employees completes their on-boarding, you need to verify their I-9. In the search bar start typing in 

Approvals Pending, click on it when it appears. (You may save Approvals Pending to your Favorites, so you don’t have 

to search it every time).  

 

 


