


 

Adding a New Employee in HireForms	

Introduction


How to add a new employee directly into HireForms.

STEP 1


For HR Admins, on your Home Page, you will select the division you would 
like to create a new employee in. 






 

STEP 2


From the division page, choose “Add New Employee” 


(HR Staff see this page automatically upon logging into HireForms)


STEP 3


You will need to complete the following information about the new employee:


- First Name


- Last Name


- Email Address


*Username and Password will generate automatically but can be changed. 


*Additional Employee Information is only required if pre-filled information is 
turned on for your forms. 







STEP 4


Next you will select the forms you would like to assign. Your division defaults 
will be checked automatically, but these can be changed as needed for each 
employee. 


Once done, click “Onboard” and your new employee will be sent their 
activation email with login instructions. 
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