@ AlIMyHR
Employee Onboarding Template

A step-by-step checklist to onboard new hires the right way — from offer accepted through Day 90.

BEFORE DAY 1: PRE-BOARDING

1-2 Weeks Before Start Date

Send welcome email: start time, location/remote link, parking, who to ask for
Share first-day agenda so new hire knows what to expect

Set up workstation, computer, and equipment

Create email address and system accounts (HRIS, Slack, project tools)

Assign onboarding buddy or mentor

Notify team of new hire's name, role, and start date

Schedule 30-minute intro meetings with key team members (Week 1)

Prepare new hire paperwork: [-9, W-4, direct deposit, handbook acknowledgment

Day Before Start

Confirm start time and instructions via email or text
Ensure workstation/equipment is ready and tested

Manager briefed on Day 1schedule

DAY 1: FIRST IMPRESSIONS

Morning (Admin & Paperwork)

Warm welcome from manager and/or team

Office/remote workspace tour

Complete 1-9 (must be done within 3 business days of hire)

Complete W-4 and state tax withholding forms

Direct deposit authorization signed

Employee handbook reviewed and signed

Review benefits options and enroliment deadlines
Afternoon (Culture & Tools)

Company overview: mission, values, how we work

Org chart walkthrough — who does what

Systems access confirmed (email, project management, HRIS, etc.)
Introduce to immediate team

Share first week's priorities in writing

Want to automate onboarding?

AlIMYHR handles handbooks, training, and compliance — all in one platform.
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AllMyHR VETERAN-OWNED BUSINESS
4.9/5 from 2,900+ companies

You didn't start a business
to become an HR expert.

Get the compliance expertise, employee training, and professional
guidance you need — all from one simple platform.

2,000+ $20M+ 4.7M+
Companies trust AllIMyHR Combined customer savings Training courses delivered

THE SOLUTION

Everything You Need — One Platform, One Price

HR Hotline Smart Living Handbook
~/ 50+ certified pros, avg. 18 yrs experience ~/ Wizard-based builder, all 50 states + federal
~/ Phone, email, or chat — real-time answers ~/ Auto-updates when laws change
~/ Unlimited access, no per-question fees ~/ Built in under an hour
350+ Training Courses Compliance Portal
~/ Harassment, OSHA, safety, DEI & more ~/ 3,000+ federal, state & local laws tracked
~/ One-click assign to person, team, or company ~/ Proactive alerts when laws change
~/ Auto-tracking & certificates included +/ Interactive compliance audits
BEFORE ALLMYHR AFTER ALLMYHR

X 5+ disconnected tools ¥ 1unified dashboard

X Constant Googling v Expert on speed dial

X Expensive lawyer calls v Compliance automated

X Compliance anxiety v Peace of mind

SIMPLE PRICING
Hire an HR Manager: $4,166/MO amyHr: from $99/mo

Start for Just $1

30-day money-back guarantee - No contracts - Cancel anytime
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