Aprio’

Creating and Editing
Onboarding Templates

FOLLOW THESE STEPS TO SET UP NEW TEMPLATES 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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How to create a
new template




How to create a new template

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

Aprio

CONNECT

Companies Entities Locations Users Employees >
Acmin
company name.
Search

Employee. Q

.

Show inactive companies [l Columns

Name Owner Name Payroll Processor Location States Industry Date Added

APRIO CLIENT KS, MI, MN, OR Food Preparation and Serving Related Oc... ~ 05/07/2026

Rows per page: 25 v 1101

Select the Onboarding tab, and then select the | ©@
Templates sub-tab. % APRIO DEMO CLIENT Details %

Company Info Entities & Locations Departments Company Users Employees Downloads Communications

Post Onboarding

Employee.

19. Tasks Automation Rules Introduction Message
Search
Title
=+ Add new task Q
Show inactive tasks ~ [[[1 Columns
Title =« Description Task Type Date Added Last Modified Created By Updated By
Custom Form Custom Form a 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 DEpDSi( Form (Al Op(iuns) 05/07/2026 05/15/2026 cristy.singleton+adm... cristy.singleton+adm...
Minor Work Permit Minor Work Permit E Document Collection 05/07/2026 isty. g
@ oense Rows perpage: 25~ 1-30f3
] ,
Select the +Add New Template option ) °@
;
&, .
APRIO DEMO CLIENT Details X
Company Info Entities & Locations Departments Company Users Employees Downloads Communications Onboarding Post Onboarding
19. Tasks Templates Automation Rules Introduction Message

Search




How to create a new template Aprio
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On the Overview tab, enter a Template Title. The Display Title and Description fields are optional.

Use the Location dropdown to choose whether the template will be available at all locations or only specific ones. This step is
required before assigning the template to employees.

Click Save when finished to create your new template.

:
9,
e Overview Task Library Change Log Preview Template

HH Template Title * f L e e e
Employee... Template Title i Add a task to the template from the Task Library tab. i
= :
=l
What appears internally. Used to determine assignments.
19,

What appears for employees. Defaults to Template Title if left blank.




How to create a new template Aprio
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Navigate to the Task Library tab and select + Add next to any task to include it in the template.
Use the drag handle icon to reorder tasks as needed — task order is flexible for new hires. To remove a task, select x Remove next to it.

Select the Preview Template to review the onboarding process before finalizing. When ready, click Save to complete your template setup.

2
&
Admin Overview Task Library Change Log New Hire Onboarding

New Hire Onboarding

Added tasks will appear here.
Employes...
|®] Preview Template
= To manage tasks go to the Onboarding = Tasks tab
H
= Custom F
Created: 05/07/2026

i

7] Formio + Add

O et
Created: 05/07/2026
rD WOTC Intake Form
Created: 05/07/2026
Created: 05/07/2026
e
Created: 05/07/2026
Created: 05/07/2026

FD Form 1-9: Document Upload + Add

[C]  state w4 Form + Add

[[]  Federal Wa Form + Add

[C]  WOTC Intake Form + Add

I~ Custom Form Add
l:l Created: 05/07/2026 +

Add a task to the template from the Task Library tab.

Drag a card to re-order the template

Minor Work Permit

IC Add
O Crested: 0500712026 +

INERBRBRENARH

[~ Direct Deposit Form (All Options) + add




How to create a new template Aprio
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Your new template will appear in the Templates tab after it has been saved.

Q. .
2 APRIO DEMO CLIENT Details X
Admin
o Companylnfo  Entities & Locations ~ Departments  Company Users  Employees  Downloads  Communica tions Onboarding  Post Onboarding
Employe
-

=l
. Tasks Templates Automation Rules Introduction Message
Overview Task Library Change Log
Search
o Active

Show inactive templates [ Columns
Date Added Last Modified Created By Template Title *

05/07/2026 05/15/2026 cristy.singleton+adm@aprio.com New Hire Onboarding

Rows per page: 25 1-10f1

What appears internally. Used to determine assignments.
Display Title

New Hire Onboarding

What appears for employees. Defaults to Template Title if left blank.

To confirm that it is available to add to new hires, make sure the template has been
assigned to the same location where the new hire was added. This can be completed in
the Overview tab.

Location

97301-0REGON QUICK CRAVE 55155 -MINNESOTA FLASH FRY
48033 -MICHIGAN QUICK CRAVE
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How to edit an existing template

In the Admin section, open the Company Details ,
by selecting the open icon next to your u
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Companies Entities Locations Users Employees >
Acmin
company name. -
Search
Employee
Q
0
Show inactive companies [l 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
@ pense Rows per page: 25 v -Tof1
Select the Onboarding tab, and then select the © @
g I
2, "
emp ates sup-tan. APRIO DEMO CLIENT Details X
Acimin
Company Info Entities & Locations Departments. Company Users Employees Downloads Communications Post Onboarding
Employee
L
1o Tasks AutomationRules  Introduction Message
Search
Title
+ Addnew task a
Show inactive tasks [l Columns
Title & Description Task Type Date Added Last Modified Created By Updated By
Custom Form Custom Form B Custom Form 05/07/2026 05/07/2026 cristy.singletontadm...  cristy.singleton+adm..
Direct Deposit Form (All Options) Direct Deposit Form (All Options) B Direct Deposit Form (All Options) 05/07/2026 05/15/2026 cristy.singletontadm...  cristy.singleton+adm..
Minor Work Permit Minor Work Permit E Document Collection 05/07/2026 y.sing|
@ oense Rows per page: 25 v 1-30f3
© (A
H ,
Select the name of the ten |plate you would like to ec *  AprioDEMO CLIENT Detaits X
Acivin
Companylnfo  Entities&Locations ~ Departments ~ CompanyUsers ~ Employees  Downloads  Communications Onboarding ~ Post Onboarding
Employee
. Tasks Templates  AutomationRules Introduction Message
Search
Q
+ Add new template
Show inactive templates [ Columns
Title Date Added Last Modified Created By
New Hire Onboarding 05/07/2026 05/15/2026 cristy.singleton+adm@aprio.com

@ Dpense

Rows per page:

25 v 1-10f1



How to edit an existing template

On the Overview tab, update the Template Title, Display Title, or Description as needed, or use the Location dropdown to

update where the template is available. Once all updates have been made to this section, click Save to apply your changes.

=,
Adbiin, Overview Task Library Change Log Preview Template

o= Template Title * i
Employ Template Title 1 Add a task to the template from the Task Library tab.
L
What appears internally. Used to determine assignments.
8.

What appears for employees. Defaults to Template Title if left blank

igia l!'
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How to manage users in Aprio Connect Aprio
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To deactivate the user, turn off the Active toggle. To force a Edit User RYAN HALL
password change on the next login, select Force Password
Change. To resend the user’s sign-up email with their
credentials, select Resend Sign Up Email.

() Active Force Password Change [ Resend Sign Up Email J

To add more locations or departments, or change roles and permissions, select Add Role. To remove the role, location, or
department, select the trashcan icon. Click Save Changes once finished.

Roles and Permissions + Add Role
Role Entity Location Department Actions
Location Manager APRIO ENTITY KANSAS FLASH FRY TEAM MEMBER i
Location Manager APRIO ENTITY MINNESOTA FLASH FRY TEAM MEMBER i
Location Manager APRIO ENTITY MICHIGAN QUICK CRAVE TEAM MEMBER i
Location Manager APRIO ENTITY OREGON QUICK CRAVE TEAM MEMBER i
—
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