
New Hire Onboarding – Complete in full before their first shift 
 

Part 1 – Sending Employee the Onboarding Invitation 
After logging into your Paycor profile, click “Manage People” to find your list of current employees. 

 

 

Click “New Hire” in the top right corner and select “Single New Hire” from the drop down menu. 

 

  



Enter the new hire’s first name, last name, email address, planned start date, and work location. (Social security field is 
optional at this step.) Click next to continue. 

 

  



Select “Delegate to Myself” which will allow you fill out the I-9 after the new hire has completed their paperwork. More 
on that later, after the new hire has completed their paperwork. Click next to continue. 

 

  



Select “Crew/Store Level Staff” onboarding group. If your store is located in the state of Illinois, please select 
“Crew/Store Level Staff Illinois” which includes additional training required by IL. Click next to continue. 

 

  



Select “Crew New Hire” to prompt back-office support team to send the new hire a R365 invitation on their start date. 
Finally, click “Send New Hire Invitation,” which should send the new hire an email within minutes. 

 

 

At this point, the new hire should have received the email. If not, please reach out to payroll for assistance at 
payroll@chicago-scoops.com  



Part 2 – Entering New Hire’s Position and Pay Rate 
Now that you’ve sent the onboarding invitation to your new hire, we will need to know their position title and pay rate. 
You can enter this information directly into Paycor. First, select your pending new hire list. 

 

 

Search their name in search bar – click on their name which will open up their profile. 

 

Most information will be blank until new hire registers their account and answers the questions. But you can enter the 
position and pay rate using the Position, Status, and Compensation tabs. Start by clicking “Position.” 

 



Position – Select the new hire’s position from the job title dropdown. (Examples include cashier crew, shift leader, 
assistant manager, etc.) Enter the department number and select the Crew Labor account corresponding with your store 
number. Paygroup should automatically fill in as “Biweekly.” Type in the store’s general manager into the “Manager” 
portion. 

 

 

For all hourly employees, please select “Part time” in Status Type and “Not Benefits Eligible” in the Benefit Classification. 
(Please note: These are the default settings and we periodically look back on hours worked to determine when 
employees are qualified for benefits, at which point those two sections are updated.) Click next to continue. 

 



Status – Confirm start date was entered correctly and click next to continue. 

 

 

Next will bring you to the Direct Deposit page. Click Compensation in navigation to continue to compensation. 

 

  



Compensation – Enter new hire’s rate of pay, then click next to continue. 

 

 

Click Paycor button in top left to exit new hire set up and return to home page. Position and pay rate are now added and 
there’s nothing further to complete until the new hire has finished their paperwork. 

 

  



Part 3 – Complete I-9 Verification 
Once new hire paperwork has been completed, you’ll receive an email inviting you to complete the I-9 verification. 

 

 

A. Clicking the link will prompt you to login to Paycor and bring you to the below page where you complete the I-9 

 



B. If you are already logged into Paycor, you can navigate to the I-9 verification by clicking the task icon circled 
below: 

 

Then click on “Complete I-9 Verification” initiated for the employee 

 

 

On the I-9 Verification page, scroll down to see more information about the Identifying Documents (shown on next 
page) 

 



List A - If a person brought a Passport, Foreign Passport, Permanent Resident Card or any other identification classified 
by the federal government as a List A document, find the document title and enter the information for that document 
below before clicking “View Form” 

 

List B - If the new hire brought in a driver’s license/state ID/school ID and a social security card or birth certificate, select 
“List B” in the drop down menu 

 

  



Once selected, you’ll have the option to fill in the document details under the columns List B and List C before clicking 
“View Form” 

 

 

In many cases, new hires will bring their Driver’s Licenses and Social Security cards for identification. If someone does 
not have either of those IDs or presents different IDs – you can always reach out to payroll for assistance 
(payroll@chicago-scoops.com) or consult the complete list of acceptable documents for the Form I-9 at the link below: 

https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents 

  

mailto:payroll@chicago-scoops.com
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents


Once you’ve entered the ID information and confirmed its accuracy, check the box for acknowledgement of accuracy, 
enter your job title, first name, last name and click “Sign & Continue.” At this point, your new hire duties are complete 
and you may allow the employee to start their first shift. 

 


