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How to Create and Edit Onboarding
Tasks

FOLLOW THESE STEPS TO SET UP NEW TASKS OR UPDATE EXISTING ONES FOR YOUR ONBOARDING WORKFLOW
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Topics

This instructional presentation covers the two
topics below. To skip ahead, click the button.
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Custom Form: Build a custom web form from scratch using a variety of field types to collect information directly from
a new hire.

Document Collection: Request that new hires upload one or more documents, such as a work permit, food handler’s
permit, or certification.

Document Signature: Upload a document for the new hire to review and electronically acknowledge with a signature
only. No additional fields can be added.

Fillable PDF: Upload a PDF and add fillable fields within the document. Certain fields can be mapped to system data,
allowing information to populate automatically where supported.

Video: Assign a video for the new hire to watch, with the option to require it for a specified period before completion.
A signature acknowledgment can also be required after the video is watched.

Direct Deposit Form (All Options): Payroll distributions election form with options for Checking, Savings, Pay Card, and
Paper Check.

Direct Deposit Form (Direct Deposit Only): Payroll distributions election form with options for Checking and Savings.

Direct Deposit Form (Paper Check): Payroll distributions election form with options for Checking, Savings, and Paper
Check.

Direct Deposit Form (Pay Card): Payroll distributions election form with options for Checking, Savings, and Pay Card.
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TASK TYPE DESCRIPTION

Custom Form Build a custom web form from scratch using a variety of field types to collect information directly from a new
hire.

Document Collection Request that new hires upload one or more documents, such as a work permit, food handler’'s permit, or

certification.

Document Signature Upload a document for the new hire to review and electronically acknowledge with a signature only. No
additional fields can be added.

Fillable PDF Upload a PDF and add fillable fields within the document. Certain fields can be mapped to system data,
allowing information to populate automatically where supported.

Video Assign a video for the new hire to watch, with the option to require it for a specified period before completion.
A signature acknowledgment can also be required after the video is watched.

Direct Deposit Form (A|| Options) Payroll distributions election form with options for Checking, Savings, Pay Card, and Paper Check.
Direct Deposit Form (Direet Deposit Payroll distributions election form with options for Checking and Savings.

Only)

Direct Deposit Form (Paper Check) Payroll distributions election form with options for Checking, Savings, and Paper Check.

Direct Deposit Form (Pay Card) Payroll distributions election form with options for Checking, Savings, and Pay Card.
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In the Admin section, open the Company Details by selecting the open icon next to your company name.

b @.A

Companies Entities Locations Users Employees >
=
L Search
Employee. Q. Name
LH
19..
Show inactive companies MM Columns
Name =« Owner Name Payroll Processor Location States Industry Date Added
APRIO DEMO CLIENT APRIO CLIENT KS, MI, MN, OR Food Preparation and Serving Related Oc...  05/07/2026
() Dense Rows per page: 25 ~ 1-10f1

Navigate to the Onboarding tab — the Tasks sub-tab is selected by default.

o

M APRIO DEMO CLIENT Details X
Admin
" CompanyInfo  Entities & Locations ~ Departments  Company Users Employees  Downloads ~ Communications Post Onboarding
Employes
L

19. Tasks Templates Automation Rules Introduction Message

Search

+ Addnewtask [RERRNREE

Show inactive tasks  [IIl Columns

Title A Description Task Type Date Added Last Madified Created By Updated By
Custom Form Custom Form B Custom Form 05/07/2026 05/07/2026 cristysingleton+adm...  cristy.singleton+adm...
Direct Depasit Form (All Options) Direct Deposit Form (All Options) By Direct Deposit Form (ALl Options) 05/07/2026 05/15/2026 cristy.singleton+adm...  cristy.singleton+adm...
Minor Work Permit Minor Work Permit a Document Collection 05/07/2026 05/07/2026 cristy.singleton+adm... cristy.singleton+adm...
@ Dense Rows per page: 25 v 1-3of3
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% APRIO DEMO CLIENT Details X

nnnnn

5 Companyinfo  Entities & Locations ~ Departments ~ Company Users ~ Employees  Downloads  Communicat tions Onboarding ~ Post Onboarding
eloyes

H

. Tasks Templates  AutomationRules Introduction Message

Search

+ Addnow taskc | RGN

Select the task type from the Task Type dropdown, then enter a Task Title and Description.

To notify a user in your organization each time a new hire completes this task, select the appropriate Role Type and User from the
corresponding dropdown menus.

When all required information has been entered, click Add Company Task to save.

% Add new task

Task Details
L
,,,,,,,
Task Type *
=
- Select Option ~
.

Task Completion Notifications

When a user completes this task who should be notified?
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Select the Builder tab and add any options or fields by choosing the + Add button next to each item. Required fields are marked with an asterisk (*). In the example below,
an English Label and English Description are required.

To remove a field, select the Remove button.
Open the Preview tab to review your task with the added fields.

Once your task is set up to your preferences, click Save Changes to create your new task.

o
= Custom Form
Admin
Task Details Builder Preview
L H
Employee... : -
Field Types Custom Form
=
=N
o_ Basic Input Fields Custom Form

Short Answer
Add -
Tr Single-line input for short text entries + Short Answer [ [] Remove ] [ % Collapse ]

Tr

Single-line input for short text entries.

= Long Answer
Multi-line input for longer text entries.

+ Add
Label-EN* Label-ES

# Number

Input field restricted to numerical values.

+ Add English Label is required

Description-EN*
Basic Selection Fields

Select List
@ Dropdown menu allowing single selection + Add
from multiple options.

English description is required

Radio Buttons
(®  Setof options where only one can be + Add Description-ES
selected at a time,

Checkbox
@ Set of options where multiple selections + Add

are allowed

Will display below the field on the form

Composite Fields FIELD OPTIONS

D Required

o Name + Add || =

|
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In the Admin section, open the Company Details by selecting the open icon next to your company name.

Companies Entities Locations Users Employees »
=
Ll Search
Employee... Q
L
15, — .
Show inactive companies [ Columns
Name =~ Owner Name Payroll Processor Location States Industry Date Added
APRIO DEMO CLIENT APRIO CLIENT KS, MI, MN, OR Food Preparation and Serving Related Oc...  05/07/2026
@ Dense Rows per page: 25 v 1-1of1

Navigate to the Onboarding tab — the Tasks sub-tab is selected by default.

D Dense

Rows per page: 25 ~

2 .
* APRIO DEMO CLIENT Details X
Admin
.= Company Info Entities & Locations Departments Company Users Employees Downloads Communications Post Onboarding
=
Employea...
LH
19. Templates Automation Rules Introduction Message
Search
Q Title
+ Add new task
Show inactive tasks MM columns
Title =~ Description Task Type Date Added Last Modified Created By Updated By
Custom Form Custom Form E Custom Form 05/07/2026 05/07/2026 cristy.singleton+adm... cristy.singleton+adm...
Direct Deposit Form (All Options) Direct Deposit Form (All Options) E Direct Deposit Form (All Options) 05/07/2026 05/15/2026 cristy.singleton+adm... cristy.singleton+adm...
Minor Work Permit Miner Work Permit a Document Collection 05/07/2026 05/07/2026 cristy.singleton+adm... cristy.singleton+adm...

1-30f 3
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Select the task you would like to edit.

Q, .
“ APRIO DEMO CLIENT Details X
Admin
.= Company Info Entities & Locations Departments Company Users Employees Downloads Communications Onboarding Post Onboarding
=
Employee...
L
19... Tasks Templates Automation Rules Introduction Message
Search
Q Title

task

Show inactive tasks M columns

Title =~ Description Task Type Date Added Last Madified Created By Updated By
Custom Form B Custom Form 05/07/2026 05/07/2026 cristy.singleton+adm... cristy.singleton+adm...
Direct Deposit Form (All Options) Direct Deposit Form (All Options) E Direct Deposit Form (All Options) 05/07/2026 05/15/2026 cristy.singleton+adm... cristy.singleton+adm...
Minor Work Permit Minor Work Permit B Document Collection 05/07/2026 05/07/2026 cristy.singleton+adm... cristy.singleton+adm...
@0 Dense Rows per page: 25 - 1-30f3

The Task Details will open by default. Make any necessary changes to this tab, if needed, then select the Builder tab.

% Custom Form
Admin
== Task Details Preview
Employee...
as O Active
=l
™ Task Type *
Custom Form
Build a custom web form to collect data from ™

an employee.
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Make any necessary updates, then open the Preview tab to review your changes. Once all updates are complete, select Save
Changes to apply them.

Custom Form

a= Task Details Builder

ull
Employee... Y
Field Types Custom Form
=
=l
- Basic Input Fields Custom Form

-

T Short Answer + Add —
Single-line input for short text entries @ Checkbox [ [] Remave ] [ LExpand ]
Set of options where multiple selections are allowed.
— Long Answer
= £ + Add
Multi-line input for longer text entries s
Select List [ ] Remove ] [ 1 Expand ]
g Number + Add © Dropd llowing single selection f Ltiple opti
\ v
Input field restricted to numerical values. ropdown menu allowing single selection Trom multiple options.
S
Basic Selection Fields
. Signature [ -ﬁ Remove ] [ zExpand ]
Select List - Field capturing a user’s signature input
@ Dropdown menu allowing single selection + Add P B3 8na put.
from multiple options. L
Radio Buttons CUSTOM FORM TIPS
@ Set of options where only one can be + Add
selected at a time Be Efficient
Add a field for each piece of information you need to gather first, then drag and drop to re-order. As a final step, add sections and page breaks where needed.
Checkbox Avoid Duplication
@ Set of options where multiple selections + Add Every submission will be attached to a record. Think of it a5 adding another page to a longer document. You don't need to collect basic details every time, like name and contact information, that information can be
are allowed. i pulled in as needed for export/review.

Composite Fields

|

o  Name + Add || =
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