
 

How To  Onboard in Dayforce – Employee Job Aid 

  
  

Getting Started  
  
The Getting Started feature helps 
you become familiar with Ben E. 
Keith, the people, and culture. It 
also lets you complete onboarding 
related activities. 
 

  
Here is where you can access 
anything related to your 
onboarding.  
 
It is a single place to access 
everything you need to get 
started at your new job.  
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 Welcome Message  
  
   
  
The Welcome message provides 
you a better understanding of Ben 
E. Keith's vision, culture, and 
values. It can include messages 
from your CEO, video, or links to 
additional information.  
  
  

 

 Onboarding Checklist  
  
   

  
Here you will find all the forms 
and signoffs you will need to 
complete before and during your 
first couple days of work.  
 
The I-9, Employment Eligibility 
Verification is the first task to 
complete.  
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Forms to complete 
before your first day of 
work  
  
   

  
According to the Onboarding 
checklist, you will want to 
complete your personal 
information, provide banking 
information, and fill out your tax 
forms before your first day of 
work.   

  
   
  
Clicking on one of these items will 
bring you through a guided 
process to complete the forms.  
  
 

 

 

Onboarding Policies 
 
Next you will go through and sign 
each company policy. Click Start 
to review and sign each one.  
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 Meet Your Guide  
 
 
 
If you have a guide assigned to 
you on your first day of work, you 
will see them in Your Guide. 
 
Your Guide lets you connect with 
your assigned guide and ask them 
any question you might have 
about your new job.  
 
 
 
.  
 

 

 

  

 Your Team  
  
   
This section allows you to see 
your team in an org chart.  
 
Alfonso's manager is Forrest Tyler 
and he has 7 other employees on 
his team.  
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Click Close. 
 

 

 

Benefits Enrollment 
You will be able to enroll in 
Benefits on your first day of 
employment. 
  
 

 

 

This concludes the 
Onboarding overview  

 

 

 


