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Create Your Customized Employee Handbook

We recommend beginning the handbook creation process as soon as possible. With the Express Wizard, your handbook will be ready in as little as 30
minutes and with the Professional Wizard, your handbook will be ready within 3-5 business days.

To begin:

e Log into your Payroll account; on the left menu, select HR Solutions — My HR Support.

e A new browser window will open and take you to the HR Support Center.
[ ]

In the main menu, select Get Started in the Employee Handbooks section, or hover over HR On-Demand and choose Employee Handbooks.
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Welcome to the Heartland HR Support Center The New Form I-g and Remote Verification are

Heartland Payroll Solutions is proud te provide the highest quality human resources information and technology available, backed by an experienced. credentialed client management

team. We are confident our online HR knowledge management system will help you manage your most valuable asset: Your Employees. Com Ing n HOt on AuguSt 1
Significant form changes and an "alternative procedure” to verify
We encourage you to log into this resource as often as possible. With our HR Support Center you will be able to read articles, download forms and job descriptions, and research laws as R
i employment remotely have finally arrived.
well as access an extensive HR knowledge base that has answers to your employment and relationship questions and much more. Personalized HR support is available from competent,

experienced professionals at Heartland Payroll. Please inquire about how we can help you.

@ Ask The Pro

o Employee Handbooks
An employee handbook is critical te effectively managing your business. We can build a new cone for
Have a question for our HR Pros? Get started now. Check our COVID-19 Resources Page first for sample communications to you, or help update your existing handbook.
employees, telecommuting resources, and links to federal, CDC, and OSHA resources.

Get Started
Please indicate if your message is urgent. All questions, issues, and answers will be confidential
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Carefully read the descriptions for the handbook assistance we provide, and choose which option best meets your business needs. The Handbook
Wizard will guide you through each section of the questionnaire. Be sure to provide an accurate employee count for all states in which your
organization operates; this is crucial for your handbook to comply with all employment laws that may apply to your organization.
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The appropriate employee policies for your handbook will eften depend on your state and number of employees. So lel’s start by getting those basics answered This Handbook
Please note that we'll use your responses to these two questions to create the structure for your custom handbook, so you won't be able to change them later.

If you need to change your state or employee count later, you can always start a new handbook.

Step 2. BaSICS Type of Handbook:

W Configure your state and employee count Express

\ State Employee Count View the type of handbook

being created.

California - 15
Complete each section to the best of
your ability. Select the Next button to Need Help?

continue to the next section.

Having trouble finding what you need?
Chat live with your HR Concierge. We're

Next here to help!
Express Handbook Professional Handbook Handbook Update Manager
e Complete our easy-to-use wizard and get e Complete our easy-to-use wizard with e Understand when and how to update your
your handbook in about 30 minutes. It information about your company and up to handbook with our handbook tools.
does not contain consultation options and three of your own policies to be reviewed
will be specific to a single state. and included in your brand-new handbook.  ®  Review our real-time policy advisor for
updates the Pros have made to handbook
e Your completed handbook is delivered e Our Pros will create your new custom policies in all 50 states.
electronically in an editable Word handbook in an editable Word document.
document. e Submit individual policies for review by the

e A personal consultation can be scheduled HR Pros.
to review your new handbook.

¢ For Professional handbooks, a ticket will be created under the HR On-Demand tab in My Tickets. You will receive status updates via email.
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The second question once you click “Get Started” asks whether or not you would like to be able to schedule a 1:1 personal phone consultation with an

HR Pro to review your handbook:
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The appropriate employee policies for your handbook will often depend on your state and number of employees. So let's start by getting those basics answered. Please note that This Handbook
we'll use your responses to these two questions to create the structure for your custom handbook, so you won't be able to change them later. If you need to change your state or
. H employee count later, you can always start a new handbook.
Step 2: Basics Type of Handbook:
* Cenfigure your state and employee count Professional
State Employee Count Actions
OChio - 1
Need Help?
+ Add State
Having trouble finding what you need? Chat live
with your HR Concierge. We're here to help!
* Once your handbook is created, would you like to schedule a personal consultation with one of our HR Pros to walk through you new handbook?
® es (You will receive a notification and calendar link to schedule a consultation once your handbook is created.)
O No. (Handbook delivered in 3-5 days without consultation.)
Next
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Then, you will want to answer all of the questions with stars next to them. Please read each question carefully. Your responses will affect the policies
that appear in your handbook. You can select the information bubbles to the left of the questions for guidance if you’re unsure how to respond. Once
you complete the questionnaire, Express handbooks will be available within 30 minutes and Professional handbooks will be available within 3-5
business days. You'll find your completed handbook in the My Handbooks section (My Account— My Handbooks). For Professional handbooks, if you
opted for the 1:1 consultation, you will find a link to schedule that in your ticket (HR On-Demand — My Tickets).
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This Handbook
w1 What is your organization's name?
Type of Handbook:
Step 3: Policies & Practices Express
Applicable To:
ABOUT YOU 3/5 *2 Enter the month and year when you would like your new handbook to be effective.
California - 15
Example: January 2017 \ We don't recommend back dating an
ABOUT YOUR EMPLOYEES 0/3 o employee handbook.
PAY & PERFORMANCE 0/5
Need Help?
3 Provide a brief summary of your organization's history.
BENEFITS 2/13
0 Having trouble finding what you need?
Chat live with your HR Concierge. We're
POLICIES 0/5 here to help!
e .
7% complete
4. Provide your organization's mission and vision.
Done! o

¢ For additional support with Employee Handbooks, use the Chat feature, Contact Us via email, or schedule a meeting with your HR Pro!
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