
 

            Employee Electronic Onboarding User Guide  

 

 

 

 

 

 

 

EMPLOYER: 
 

In Vfficient, under HR > HR Action > New Hire, Complete the New Hire portion in Vfficient using 
onboarding option “This employee will be completing the onbarding process on the web.” All red 
boxes need to be completed. Once submitted, the employee will receive an email to go to the 
website to complete the employee portion. Note: The employee’s SSN, Name and email address 
must match when they continue the registration process.  
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EMPLOYEE: 
The employee will receive an email with directions on how to complete the employee portion. 

 
The web address for the employee is:        https://vns-ep.prismhr.com. 
The employee needs to register first, then sign in with newly create user name and password. 

 
 
 
The employee will see this registration screen.  
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https://vns-ep.prismhr.com/


 
 
 
 
 
 
Once the employee has registered and logs in using the newly created log in, they will receive this 
message to get started.  The employee clicks on “Get Started”.  The numbers of days the employee has 
to complete the task is shown on the right in green letters.   

 
Some screens are informational. 

 
 
 
 
 
The employee needs to complete all boxes.  This information needs to match what the client entered or 
the employee will receive an error message.  If the answer is not applicable, N/A needs to be entered.  
N/A must be in capital letters just as shown. 
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The employee needs to select their citizenship status for the I-9. 

 
 
 
 
Completed each page as directed. 
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When entering the address, the system will confirm the address or recommend a correction. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Enter as many emergency contacts as needed. 
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Select Disability Status from drop down. 

 
Select Veteran Status from drop down. 

 
 
Select Race/Ethnicity from drop down. 
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Select Federal and State Tax Forms are next.   

 
 
State specific screens will appear according to the employee’s address.  Complete each section as 
directed. 

 
 
 

 
 
 

 
 
 
 
 
 
 
 
 

V20190619   7  



 
Select Filing Status.  Forms and instructions are available on the tab at top. 
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Complete each section.  Click Next to continue. 
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The employee will have to ability to review their tax selections and make changes, if necessary. 
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The left column in dark blue will show the status of the sections.  Each section will receive a green check 
mark when completed.  The employee can see the sections that still need to be completed. 

 
 
Complete all State specific questions and click Next to continue. 
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Complete each State Tax section if it applies to the employee. 

 
 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 

V20190619   12  



 
 
Once Completed, check box to certify election. 

 
 
 
 
Once the State tax form is submitted, the employee has the ability to review it. 
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Employees can set up their direct deposit accounts. 
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Employee must read and acknowledge Harrassment Prevention Policy. 

 

 
Employees acknowledges receipt of Company Policy. 
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Once completed, the employee acknowledges the forms are complete and correct by checking the box 
and clicking on Submit. 

 
All documents can be reviewed the by employee.  All sections on the left should have a green check 
mark. 

 
ONBOARDING COMPLETED! 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

V20190619   16  



 
 
 
Employees will receive emails to remind them to complete the onboarding process. 
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