CENTRALLY HR (CHR) HIRING PROCESS — ADD / TRANSFER EIN

I. Add or Transfer to an EIN

Login to Centrally HR (CHR) and go to My Teams

o
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1. Goto HR

2. Go to HR Actions

3 . Click on Available tab

AVAILABLE OPEN SUBMITTED

EIN Transfer

Hire Employee

Please click "Start”to initiate a Hire Action then click "Continue”. You also have the option to choose an applicant that has applied for the job and click "Continue’

Complets the information for the new

Job & Salary Change

hire and click *Submit” then "0K" to submit the HR Action Request.

4. Click on Start.
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CENTRALLY HR (CHR) HIRING PROCESS — ADD / TRANSFER EIN

EIN Transfer

5 . Choose

Employee Name.
Note: Effective
date is when this
profile can be
accessible, and
may be prior to

hire date.

pplic
Choose Employee *
E&
Target EIN *
Roman Catholic Bishop of Salt Lake City v
Effective From * \
08/06/2020
CANCEL
7. Enter /
Effective date.
8. click
Continue.
Effective From *
‘ 08/01/2020
| Per | Setting; Personal Settings
Managers e
Primary EIN 08/01/2019
Name
First Name * Middle Last Name *
Suffix Nickname Salutation
Pay Period Profile *
Saint Francis of f Assisi SM B

6. Click down

arrow to choose
NEW Employer
Identifcation
Number (EIN).

B[

9 . Choose new EIN Pay
Period Profile
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Personal Settings

EIN*

National ID
Primary National ID *

Social Security Number

Person Account

Started *

Birth Date *
Employee Sync * Employee ID

08/01/2019

- EIN Transfer

1 O . Click Sync.

1 1 . Click Save.

Employee @ Anil Kumar Kakumanu (St. Helens Reman Cathalic Church LLC)

Effective From *

08/01/2020

@ Personal Settings

I Managers

Primary EIN

Managers

Manager 1

1 2 . Click Managers tab.

13. Type or search for Managers.

Note: Manager 1 approves Timesheet, and Manger
2 is the Location HR/Finance Manager. It can be the
same person for some locations.

\

14. ciick save.
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Employee @ Anil Kumar Kakumanu (St. Helens Roman Catholic Church LLC)

1 2 . Primary EIN appears here.

Effective From *

| 08/01/2020 e

@ Personal Settings Primary EIN
© Managers Priman
VEN . .
Submit HR action request?
Primary EIN Saint Francis of Assisi

You are about to submit HR action request.

12. click submit.

- EIN Transfer

nployee @ Anil Kumar Kakumanu (St. Helens Roman Catholic Church LLC)

fective From *

08/01/2020 =
@ Personal Settings Primary EIN
@ Managers Primar)
VEIN N
I \ 1
‘Saint Francis of Assisi \ ) Hoo’ay.
@ FPrimary EIN \ Request submitted successfully.

HR Action shows Completed.

= @ HR Feedback A (

< HR Actions

UBMITTED

All Statuses ¥ This Year v All Employees ¥

S T T R

v EIN Transfer (5)

Saint Francis of Assisi 08/06/2020 08/01/2020 Completed Complated
Anil Kumar Kakumanu
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An email confirmation will be sent to initiating manager to confirm EIN transfer.

Request App Anil Kumar Kakumanu - Message (HTML)

Q@ Tell me what you want to do...

~ ~ ~ i3 = > e e
5 Ignare x ] (ﬁ*(i ﬁi; 2 Meeting Parish and Scho... 3 To Manager Y ‘ERules i ==I [ aaf) P Find Q
- - i G B " E Team Email v Done o @UneNote A - Tiend [ Related = 7
. Delete Re e orward fg . ove ark Categorize Follow Translate oom
& Junk e EEMore™  ©L Reply &iDelete  # Create New T EPActions” |y o Up~ T Iy select~
Delete Respand Quick Steps & Move Tags [0 Editing Zoom ~

Thu 8/6/2020 4:31 PM
Noreply@CentrallyHR.com

Request Approved: Anil Kumar Kakumanu
e". Yo{ To Nel Cline

"then "0| @ Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

08/06/2020 04:50p

Hi Marinelle,

Your request to change Anil Kumar Kakumanu has been approved effective 08/01/2020

Thank you,

System Administrator

Il. Next Steps
A. Add Base Compensation in Employee Profile similar to New Hire Process.

B. Add applicable Earnings, Deductions, Tax Info, and Direct Deposits similar to New Hire
Process.

C. Once A & B is completed, terminate Employee from old EIN if applicable.
D. Print employee profile for record keeping.
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