
 
 

                 Team Member Information 

Team Member Name   

Phone  

Allergies------- 

 
 

Emergency Contact Name:  _ 

Emergency Contact Phone _ 

 
 

Freddyversary (Hire Date)  _ 
 

Birthday   
 
 
 

 
 

 

Color   
 

Snack--------- 
Drink   

Candy  _ 

Restaurant    

Place to shop  _ 

 

Is there anything else we 

should know? 
 

 
 
 

 
 

 
 

Is there anything you would prefer not to receive? 
 
 

 
Onboarding Manager: File in Team Member File 



 
 

UPON ARRIVAL 

□ Introduce yourself and offer them a beverage. 
□ Give Employee the Form 1A and 1B to fill out and ask for the last 4 of their social to create their Aloha 

Profile.  This same form is in the onboarding process.  Paper or electronic or both is fine.  

□ On Brink POS-create employee profile. Start with Configuration than settings editor. Hit the Employees tab and 

then add a new employee. Make sure to enter their First Name, Last Name, display name is full name. Hit the 

“change” to add the Last 4 of Social (this will be their clock in). Make sure to override job login function then 

select “can login with pin.” On the “jobs” tab you will be able to select their position and security level and pay 

rate. On the locations tab, select your store location. After this is completed hit ok. Make sure to “publish” this to 

save changes. 

 

BUILDING THEIR R365 PROFILE 

□ Add Team Member into R365 (See R365 Tutorial) 

LOGGING INTO R365 

□ Have the employee check their email / text for their temporary password to login to their account.  

□ Once they are logged in it will prompt them to change their password. 

□ Go through the R365 app with them explaining the following 
□ Dashboard Page 
□ The importance of announcements and where to find them 
□ How to view their schedule putting emphasis on that our weeks are Thurs-Wed not Mon-Sun. 
□ Show them how to see the restaurant schedule so they can see who works when 

they need a replacement. 

□ Show them how to update their availability. 
□ Show them how to request time off. When showing them how to request off make sure to 

explain if they only need part of the day off, they can do that and do not only need to take the 

entire day off. You can also submit a practice RO or a real one if they have something coming 

up. 

This section is good^ 
PAYLOCITY ONBOARDING DOCS 

□ Have the team members open their email to get their Initial Paylocity Password.  

□ The company code is 11256 
□ Their username is the first 2 letters of their first name then their last name. Example: John Doe 

would be jodoe. If someone else already has that username Theresa will tell you what the 
different one will be. 

□ Verify if they are 16 years or older or if they need to fill out a work permit. 
□ If they are under 16, we need the signed work permit on file before they can start. 
□ If a work permit is required, make sure to scan and email it to Theresa.  

□ Next fill out the 1-9 Verification form. This is where they will need their 2 forms of ID 
□ Enter Direct Deposit Information. 
□ Emergency Contact Information. 
□ Enter Home Contact Information. 
□ Complete Tax Forms. 
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Freddy's 2023 Payroll Schedule 

 
Pay Period Begin date Pay Period End date PAY DAY 

1 12/22/2022 1/4/2023 1/13/2023 
 

      

2 1/5/2023 1/18/2023 1/27/2023 
 

      

3 1/19/2023 2/1/2023 2/10/2023 
 

      

4 2/2/2023 2/15/2023 2/24/2023 
 

      

5 2/16/2023 3/1/2023 3/10/2023 
 

      

6 3/2/2023 3/15/2023 3/24/2023 
 

      

7 3/16/2023 3/29/2023 4/7/2023 
 

      

8 3/30/2023 4/12/2023 4/21/2023 
 

      

9 4/13/2023 4/26/2023 5/5/2023 
 

      

10 4/27/2023 5/10/2023 5/19/2023 
 

      

11 5/11/2023 5/24/2023 6/2/2023 
 

      

12 5/25/2023 6/7/2023 6/16/2023 
 

      

13 6/8/2023 6/21/2023 6/30/2023 
 

      

14 6/22/2023 7/5/2023 7/14/2023 
 

      

15 7/6/2023 7/19/2023 7/28/2023 
 

      

16 7/20/2023 8/2/2023 8/11/2023 
 

      

17 8/3/2023 8/16/2023 8/25/2023 
 

      

18 8/17/2023 8/30/2023 9/8/2023 
 

      

19 8/31/2023 9/13/2023 9/22/2023 
 

      

20 9/14/2023 9/27/2023 10/6/2023 
 

      

21 9/28/2023 10/11/2023 10/20/2023 
 

      

22 10/12/2023 10/25/2023 11/3/2023 
 

      

23 10/26/2023 11/8/2023 11/17/2023 
 

      

24 11/9/2023 11/22/2023 12/1/2023 
 

      

25 11/23/2023 12/6/2023 12/15/2023 
 

      

26 12/7/2023 12/20/2023 12/29/2023 





 


	Team Member Name   Phone
	Emergency Contact Name:  _ Emergency Contact Phone _
	UPON ARRIVAL
	BUILDING THEIR R365 PROFILE
	LOGGING INTO R365
	PAYLOCITY ONBOARDING DOCS


