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Create Your Customized Employee Handbook 

We recommend beginning the handbook creation process as soon as possible.  

To begin: 
●​ Log into your Payroll account; on the left menu, select HR Solutions → My HR Support. 
●​ A new browser window will open and take you to the HR Support Center. 
●​ From the menu bar, select Company Policies, then choose Create Handbook. 

 
 

💡 View the Smart Employee Handbook Help video for additional information.  
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https://heartlandpaymentsystems.myhrsupportcenter.com/users/sign_in


 

Carefully read the descriptions for the handbook fields, and enter the option that best meets your business needs.  

 

 

 

🛑 Be sure to provide an accurate employee count for the state 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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Enter information for each field, as everything on this page is required. Please read each question carefully.  

Your responses will affect the policies that appear in your handbook.  
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The policies page guides you through different content to complete your handbook. There is a key in the top corner indicating which policies are required, 
optional, custom, or a best practice.  

●​ Policy is mandatory and will be included in your handbook.  

●​ Can add optional policies based on your company’s needs. 

●​ Requires customization to add policy to your handbook. 

●​ Recommended policies to add to your handbook, but can be removed if needed.  

This screen is broken out by Core Policies, State Policies, and Custom Policies. Expand the menus to see the content that applies to your business. Add 
any customizations, and use the toggle on the far right to include or remove policies from your handbook.  
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Once you have entered information into the fields, 
 choose Save & Review Policies if you are ready to review and finalize your handbook.  

Select Save Handbook & Exit to review your policies at a later time.  

 

 

 

 

 

 

 

 

 

 

 

Once you are finished editing and reviewing your policies,  

 use the Actions button to download your handbook. 
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You'll find your completed handbook in the Handbooks section under Company Policies (Company Policies → Handbooks).  

 

 

 

 

Go to the Handbook Settings page to make additional updates.  

Access the Actions button in the menu bar on the Policies page, or under Company 
Policies → Handbooks. 
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💡 For additional support with Employee Handbooks, use the Get Help feature to contact us!  
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