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ER Onboarding Instructions:

Once your employee has completed the employee portion of onboarding,
login to your admin account in: https:/mfc.frankcrum.com/login

1. Navigate to the New Hire/Re-Hire menu

2. On tab 1, Start: Select the employee
from the list on the bottom of the
screen and select the icon indicated
in the screenshot to open the
employee’s record.

*Note, if an employee is not listed, then
they have not completed the EE
portion of onboarding®.

Pending Requests
Changs History
Data Entry Requests

%2, Werkforce

Employees

mﬁ’Frunka Global Employee Search
fal Home Hi, Clientadmin
Here's your Employer Snaps
[:5 Employee Activity

Pending Time Off R

No results found for Time Of

Time Off Time Off Calendar
New Hire / Re=Hire
Onbosrding \ 4 January
E} Documents
New Hire / Re-Hire
Plaase fill out all the required fields. Yeour wark here will only be saved when you finish the process.

1. 5earn 2 Personal B JobiPay

To begin, please enter:

Or use Employee Import:
Name # DoB ® S5N %
Katie Smith D62/ 1981 XX 5205
Test hart 0140772000 O0C0LE08T

State = leb g Sourde 8

AL Cnboarded 3w

FL Cnboarded
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3. Ontab 2, Personal: Review the information New Hire / ReHire
and click “Next” once finished. T
4. On tab 3, Job/Payroll: Fill in all required _ : S
fields and any other field your company Employes nrmation
utilizes. : T : o [
Any field marked with a red* are i B i 2 -m :
required fields. ] = B
Click “Next” when completed. m' = ﬁ
-_— .
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5. ontab 4, Deductions: If you have
deductions that can be managed in
MFC, they will display here.

Only add a start date for a deduction,
if the employees will have a deduction,
otherwise, leave all fields blank.

If no deductions are needed, you can
skip this step by clicking “Next.”

6. Ontab 5, Taxes: Completed Federal
W4 and any state tax forms can be
downloaded for internal record

keeping as needed, then click “Next”.

7. On tab 6, Direct Deposit Accounts:
The direct deposit information
entered by the employee will
display and a copy of the completed
direct deposit form can be
downloaded for internal record
keeping, if needed. Click “Next”.

100 South Missouri Avenue
Clearwater, FL 33756

New Hire / Re-Hire

Please fill cut all the required fields.

s 2 Persoral 3 jobvPayol 4 Deductions 5 Tases & Dwert Deposit Accounts 7.Forms & Summary

® Imdicates Requived Field

CEDUCTION CODE START DATE

Your work here will anly be saved when you finish the process
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Previous Next
Cancel Mew Hire Prat \
-

Uploaded Dacuments
C—

E 4 F0F

Ta Fewrms

Federal Incame Tax

€A State Withholding Tax (Work-In)

FL State Withholding Tax (Resident)

Uploadeditsives 3 Aetites

Erge
£ e New Hire / Re-Hire
P Bt B o B e M

Ly Wmpleyes Actieiny

e iy 8 Tinet Bl B issnts 75
-

o Direct Deposit Accounts

Adficion Financiel (Faciong 121454789 123456789101112 Renpuning. Seance
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8. ontab 7, Forms: Click on the
“Start” icon to complete the
Employer portion of the 19. If
needed, a copy of the 19 with the
employee’s portion can be
downloaded.

Complete all required fields for
completing Section 2 of the 19,
which include:

A. Completing List Aor ListB & C
document information

1. Select the appropriate
documents from the
drop-down list

2. Complete all required fields

3. For more information
regarding I-9 acceptable
documents, click the blue link
listed on this page.

B. First Date of Employment

C. Employer’s Business Name

D. Last Name, First Name, and Title
of Authorized Representative

E. Signature of Authorized
Representative

F. Today’s date

100 South Missouri Avenue
Clearwater, FL 33756

New Hire / Re-Hire
1.5tart 2. Personal 3. IOb-'”.l',": 4. Deductions

Company Employment Forms

Employee Documents
Name 3

FC_Aplication_Packet.PDF

19.PDF

s

T

xes 6. Direct Deposit Atcounts

Please il out all the required fields. Your work here will only be saved when you finish the process

7.Porms B Summary

Uploaded/Edited =

03/26/2025

03/26/2025

Actions

E3

y.

Pravious Next
Cancel New Mire Process
List A: List B & C:
5 P k » o
19 Employer Verification infe 19 Employer Verification information
Sedet N3t of document: Sebect M5t of Secumants
. ) usenae ST
ListA List B and
Document 1 List 8 Documen t
LA Paaspert or Padipors Card a b
List C Document
Document 2 (if any) + h ’ S
Document 3 (if any) +

10. Click “Submit” once all information has been entered.
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11. once completed, the page will be =
redirected to tab 7, Forms. The B v st o A A R A RS
completed 19 can be downloaded for e
record keeping. Click “Next” to

. Company Employment Forms
continue.
Name & Uploaded/Edited & Actions
FC_Aplication_Packat PDF 0242112025 i

12. ontab 8, Summary: This is a New Hire /Re-Hire
. lezse fill out all the required fields. Your work here will only be saved when you finish the process.

summary page, review
employment information for

. .. =
accuracy and click “Finish” at Summary - e

R \":u. ars a.m-?s. ccﬂe.FIe.a,e review the information below. By submitting this information te FrankCrum you are
the bottom of thIS page. digitally signing the application form.

1.51an 2. Personal 3. job/Payrall 4. Deductions 5.Taxes 6. Direct Deposit Accoums 7. Forms 8. Summary

19.FUF ]
FILE NAME FORM TYPE
Previous Finish
Cancel New Hire Process
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