
How to Use the Employee Management 
Hub in Aprio Connect

FOLLOW THESE STEPS TO KEEP TRACK OF THE ONBOARDING PROCESS, ADD OR REMOVE TASKS IN 
BULK, AND VIEW AND DOWNLOAD COMPLETED ONBOARDING DOCUMENTS IN APRIO CONNECT



This instructional presentation covers the two 
topics below. To skip ahead, click the button.

Topics
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How to add a new user

How to add and remove tasks in bulk

How to keep track of the onboarding process

How to view and download 
completed onboarding documents



How to keep 
track of the 
onboarding 
process
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Keeping track of the onboarding process
From the dashboard, select Employee Management. 
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Keeping track of the onboarding process
Filter the resulting reports as needed using the report criteria directly above the report results. 
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Keeping track of the onboarding process
To see employees who have not completed onboarding, filter the Task Status criteria to show Not 
Started, In Progress, and Needs Review. The report can also be filtered by location, task type, 
employee status, and more. 

This report can be exported to Excel by selecting the orange Export button in the top right corner. 
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Keeping track of the onboarding process
To see the employee’s assigned task list, click anywhere on the employee’s information to expand 
the row. 
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Keeping track of the onboarding process
To manually send an onboarding reminder notification, select the three action dots and choose 
Send Onboarding Reminder. 

Onboarding reminders are also sent automatically to employees who have not completed their task 
list. 



How to add and 
remove tasks in 
bulk
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How to add and remove tasks in bulk
Tasks can only be added to or removed from employees in Not Started and In Progress task statuses. 

Use the checkmark to mark the employees you wish to add or remove from a task. Select Manage 
Tasks or Assign Template.
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How to add and remove tasks in bulk
Manage Tasks lets you to add or remove a single task. 

Select Add Task or Remove Task to complete the process. The employee will be notified of the 
change. 
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How to add and remove tasks in bulk
Assign Template lets you assign a task template to one or more employees. An onboarding 
template is configured in the company profile and typically includes multiple tasks. Refer to the 
Aprio Connect – How to Create a Template user guide to learn more about setting up a template. 

Choose Send Onboarding Notification to notify the employee of the update. Select Assign Template 
to complete the process. 



How to view 
and download 
completed 
onboarding 
documents
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How to view and download completed onboarding 
documents
Expand the employee’s row to view the task list. Select View Details to see the completed task. 
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How to view and download completed onboarding 
documents
To download documents, click the employee’s name to open their profile. 

Select the 
Documents tab, 
then click the 
blue download 
button to 
download the 
completed 
document.
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