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This instructional presentation covers the two
topics below. To skip ahead, click the button.
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How to create a communication Aprio

CONNECT

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

> @ (A
=,
Companies Entities Locations Users Employees >
Admin
]
=8 Search
Employee... Q Name
=
9.
Show inactive companies [0 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
o Dense Rows per page: 25 1-10f1

Select the + Add Communication button.

o, "
2 APRIO DEMO CLIENT Details X
Admin
.= Company Info Entities & Locations Departments Company Users Employees Downloads Communications Onboarding Post Onboarding
Employee.
[ ]

"  Communications

+ Add Communication



How to create a communication Aprio

Add New Communication X CONNECT
Complete the required fields, Subject - English and Message — English. The fields, Communication Information
Subject - English and Message — English, are optional. You can also add one
attachment.
r \
\ J
[+

Drop or Select Files

Drop files here or click to browse through
your machine.

Once all information has been added, select Add Communication to create the new Communication.

Please note that edits cannot be made after it has been created. If changes are needed, deactivate the communication and
repeat the steps to create a new one.
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How to send communications to employees (%

CONNECT

On the dashboard, choose the Employee Management option.

2,
Comp: Entities Locations U: Employees
ssssss
Q Na
Show inact tive companies 0 Columns

Name Owner Name Payroll Processor Location States Industry Date Added

APRIO DEMO CLIENT [4  APRIOCLIENT KS, MI, MN, OR Food Preparation and Serving Related Oc... ~ 05/07/2026

@ oese Rowsperpage: 25~  1lofl <

Select the Communications tab.

@
2 Onboarding Management Post Onboarding Management Communic ations Download ~

= Search
="
ity Q, Employee Name Rstaus 3~ | Bycompany ~ Q) Location v [ TaskStatus ~ & TaskType v  FE More filters [ Columns ¥ Export

Active filters:  Status: Active Status: New Hire Status: Hold Clear All

Select your Company name in the Company filter, then use any of the available filters, including Title, Status, Location, and More filters,
to filter your results.

Onboarding Management Post Onboarding Management Communications Download ~
= earch
=il

Eniaas Q Title (&"Status i '} F]Company '] [@ Location '] [E.:"Mareﬁtters] 00 Columns

Active filters: Status: Active Clear All




How to send communications to employees (%

CONNECT

Next, use the checkbox to select each employee you would like to include. If you have filtered your results or simply wish to select
all employees listed, use the checkbox next to Name.

) @ (A

-3
£
Onboarding Management Post Onboarding Management Communications Download ~
Admin

Search
L

Employee... Q Title 2, Status 1 '] [ﬂ] Company 1 ') @ Location ~ T More filters M Columns
L
= Active filters: Status: Active Company: APRIO DEMO CLIENT Clear All
18...
Name & Status Location Company Onboarding Status Date of Birth Date of Hire Date of Rehire Total Communications Last Communication At
MILLER, JOHN @ Active 'g”s':‘éVSESOTA FLASHFRY APRIO DEMOCLIENT  Completed 12/31/1999 05/12/2026 0
WHITAKER, JANICE @ Active ';”5':‘35550“ FLASHFRY APRIO DEMOCLIENT  Completed 01/01/2000 05/08/2026 0
o Dense Rows per page: 25 ~ 1-2of2

Select the Manage Communications option.

o
= ) .
Onboarding Management Post Onboarding Management Communications Download ~
Admin

= Search
=l
Employee... Q. Title 2, Status 1 ') (ﬁ Company 1 ') @ Location ¥  TE More filters M Columns
LH
= Active filters: Status: Active Company: APRIO DEMO CLIENT Clear All

All employees selected Clear Selection [ [ Manage Communications ]]




How to send communications to employees (%

CONNECT

In the Select Communication dropdown menu, choose the Communication you would like to send to the selected employees.

Manage Communications X Manage Communications X

Add a communication to 2 selected employee(s).

]
)

Add a communication to 2 selected employee(s).

[ Select Communication

[ Celebrating Our 5-Year Anniversary - Join Us!

Select the Add Communication option.

e

The column Last Communication At will be updated to reflect the date the communication was last sent.

)
.l
Onboarding Management Post Onboarding Management Communications
Admin
- Search
=i
Ermplo Q. Title B.status 1 v | (E@Company 1 v | © Location ¥  IE More filters M Columns
H
= Active filters: Status: Active Company: APRIO DEMO CLIENT Clear All
19

[ Manage Communications J

Onboarding Status Date of Birth Date of Hire Date of Rehire Total Communications Last Communication At

All employees selected Clear Selection

a Name =« Status Location Company

MILLER, JOHN @ Active SMS‘TSNSESOTA FLASHFRY ApRIO DEMOCLIENT  Completed 12/31/1999 05/12/2026 1 05/16/2026
WHITAKER, JANICE @ Active SMS‘TSNSESOTA FLASHFRY ApRIO DEMOCLIENT  Completed 01/01/2000 05/08/2026 1 05/16/2026
Rows per page: 25 ~ 1-20f2

D Dense



How to send communications to employees (%

CONNECT

To review the Communications sent to an individual employee, select their name to open their employee profile, then choose the Communications tab.

Edit Employee JOHN MILLER X

{7-) View History
Employee Information Onboarding Post Onboarding Documents

All Communications sent will be listed along with the details of each. To resend the communication, choose the Re-notify icon.

Edit Employee JOHN MILLER X
Employee Information Onboarding Post Onboarding Documents Communications + Add Communication
Search
Q
@ Columns
English Subject English Message Spanish Subject Spanish Message Includes SMS Assigned At
Celebrating Our 5-Year Anniversary-..  To mark this milestone, we're hostin... 05/16/2026

To send a new Communication to the employee, choose the + Add Communication option and follow the steps listed on the previous page.

Edit Employee JOHN MILLER X

49 View History
Employee Information Onboarding Post Onboarding Documents Communications []

10
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