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ACCESSING WORKLIO 

 

 

Accessing Worklio 
 

1. Go to https://telstaffing.worklio.com/Account/Login 

2. Enter Managerial Credentials 

3. Click Login 
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STARTING ONBOARDING 

 

 

Starting Onboarding 
 

1. Login to Worklio 

a. See Access Worklio  

2. Click Employee List From the dashboard 

 
3. Click Onboarding tab 

4. Click Onboard New Employee  

 
5. Select Onboarding Template from drop-down menu 

6. Select Eligible Team Members 

a. This allows selected Team Members to see & interact with the onboarding profile 

for this employee 

b. Check “Onboarding Visible for all Custom Client Users” if all Team Members are to 

view this employee’s profile 

7. Click Continue 
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STARTING ONBOARDING 

 

 

 
8.  Enter Employee’s information 

a.   First Name 

b.   Last Name 

c.   Valid Email Address 

9.  Click Next 

 
10. Enter Hire Date 

11. Click Next 
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STARTING ONBOARDING 

 

 

 
12. Enter Employment Detail Information 

a.  Status – This will always be “Active” 

b.  Position Details 

1.  Position  

2.  Home Division (if applicable) – What Division the Employee will be in 

3.  Work Location (if applicable) – What Location the Employee will be in 

4.  Workers Compensation Code 

5.  Benefit Group (if applicable)  

c.  Compensation 

1. Employment Type 

2. Compensation Type 

3. Payroll Rule – What Payroll Schedule the Employee will follow 

4. Worker Type 

5. Compensable Hours – Estimate number of hours per pay period 

6. Pay Rate  

 

13. Click Next 
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STARTING ONBOARDING 

 

 

 

14. Enter Job Costing Information (if applicable) 

a. State – State Employee will be in 

b. Project – Project Employee will be in 

c. Position – Position Employee will occupy  

15. Click Finish 
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VERIFYING FORMS 

 

 

Verifying Forms 
Once an Employee has finalized their portion of onboarding, you will need to verify information & 
pass the onboarding on to TEL Staffing & HR. These Employees will have an Onboarding Status of 
“New Hire – Onboarding Finished”. 
 

1. Login to Worklio 

a. See Access Worklio  

2. Click Employee List From the dashboard 

 
3. Click Onboarding tab 

4. Locate Employee 

 
 

5. Click Verify Forms 
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VERIFYING FORMS 

 

 
 

Net Pay Allocations 
 

1. Click Complete Net Pay Allocations 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Verify the Employee entered Direct Deposit information 
a. If Employee has not added Direct Deposit, please alert your Onboarding Specialist 

during the Finalization step. 
3. Click Finish 
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VERIFYING FORMS 

 

 

Tax Set Up 
 

1. Click Tax Setup 
 

 

 

 

 

 

 

 

 

 

 

 

2. Verify Employees Effective Date 

a. This is their Start Date 

3. Click Next 

  
4. Verify Employees Home Address  

5. Verify Employees Work Location  

6. Click Next 
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VERIFYING FORMS

 

 

  
7. Verify Employee’s Tax set up 

8. Click Finish 
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VERIFYING FORMS

 

 

I9 Verification  
 

1. Click Complete I9 

  
2. Enter Employee’s First Day of Employment 

3. Select Verification Document Type 

a. This is which List of Acceptable Documents the Employee’s verification Documents 

fall under. 

4. Enter Document Information in appropriate fields 

5. Check Attestation Box 

6. Click Next 

  
7. Enter your organizations information 

a. Company Name 

b. Company Address 
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VERIFYING FORMS 

 

 

8. Enter your personal information 

a. Name 

b. Title 

9. Enter your Digital Signature 

10. Click Next 

  
11. Review I9 Document for accuracy 

12. Click Finish  
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VERIFYING FORMS

 

 

Document Review 
 

1. Click Document Review/Signing 

  
2. Review Employee Document for completion 

3. Click Next to review documents  

a. Each document the Employee signed must be reviewed before moving forward 

4. Check the Declaration Box 

5. Click Save 
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FINALIZING ONBOARDING 

 

 

Finalizing Employees Onboarding 
Once an Employee’s Onboarding Forms have been verified, you will need to pass the onboarding to 
TEL Staffing & HR. Onboarding cannot be complete until this step has been completed. This step is to 
be completed in the Forms Verification menu. 

 

Pass to PEO  
 

1. Locate Employee 

 
 

2. Click Verify Forms 

  
3. Click Action drop-down menu 

4. Click Pass to Client/Admin User 
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FINALIZING ONBOARDING

 

 

  
5. Click PEO User Level 

6. Select Onboarding Specialist from the drop-down user list 

7. Add Message if applicable 

a. Any information you feel may be important for the Onboarding Specialist to know 

regarding this onboarding. 

8. Click Save 
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