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 Did you know? 
 

1. From the hamburger menu – click “My new hires”. 
2. On the My new hire page, locate the employee you want to verify status of tasks.  
3. On the far right, click “View all tasks” 
4. You will see tasks the hire still needs to complete, in addition to tasks highlighted in red which 

are considered to be overdue.  
5. To notify a hire to complete tasks, there are two options:  

A. Click “Notify Updates” under position information. See gray arrows 
B. Click “Save and notify”, then click drop down of “Notify Applicant”. See purple arrows 

6. Option A and B will both result in an email window pop up with instructions. 
7. Click “Send” to send instructions to the hire to complete tasks.   
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New Hire Tasks are an important part of the 

onboarding process. Read these tips on how   

to notify your hires of tasks to be completed.   
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